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Introduction

15 Hour Word Processing Using the Amstrad Processor can be
used with the Amstrad PCW8256 (the single disk drive) or the
Amstrad PCW8512 (the double disk drive) as both these Amstrad
computers run the word processing software Locoscript.

The book is aimed at the new Amstrad Locoscript user at the
office, college or home, who wishes to use and understand the
most useful features of their Amstrad word processor as quickly as
possible. It is not meant to be a substitute for the manual but
rather a training course in Locoscript word processing.

The book is self-pacing and self-teaching. If you only want to learn
the basic start-up procedure and text editing functions then the
elementary section will be sufficient for you. |f, however, you
want to cover a full range of business applications from text input
to creating headers and footers, then the elementary, intermediate
and advanced sections should be worked through.

General points

e Regarding the disk drive/s; when inserting the Locoscript pro-
gram (the word processing software) if you are using a double disk
drive insert the disk into the top disk drive (known as Drive A) if
you are using a single disk drive, insert the disk so that side 1 is
pointing to the left of the disk drive.

e Do not insert your disk until the computer has been switched
on. Do not switch off the computer with your disk still in the
disk drive.



e Do not press the eject button (the button at the side of your
disk drive) in order to remove a disk from the disk drive whilst
the red light is showing — indicating that work is being loaded
from the disk or saved on to disk. Wait for the light to go out, for
any ‘whirring’ noises to cease and the instruction ‘Printer Idle,
Using None’ to appear on the top right of your screen status line
— then you can press the eject button and remove your disk from
the disk drive.

e There are two special keys either side of your space bar which
look like a plus and minus key. These keys are used with certain
menu commands. When an instruction reads PRESS:
it means press the plus key immediately to the left of the
space bar. When an instruction reads PRESS:
it means press the minus key immediately to the right of
the space bar.

Note to trainers and teachers

It would be most helpful for your trainees if you save on to disk
the Elementary section exercises - so that your trainees can
commence using Locoscript straight away rather than having to
input the exercise prior to using a function or command.

Whilst great care has been made to ensure that this book is accu-
rate, software is constantly being updated and can vary in opera-
tion from machine to machine. Therefore, the author and publisher
shall not be liable for any loss or damage whatsoever arising from
the use of information contained in this book, or for any error or
omission in this book.



Elementary section
Section 1

1.1 Creating a Start-of-Day Disk

In order to complete this course you will need to have your
Amstrad word processor set up and working. You will also need to
make a copy of the Locoscript word processing software — known
in your manual as creating a Start-of-Day Disk.

To make a copy of your Locoscript word processing software, you
will need to have bought a blank disk. Note: The system will
format your blank disk at the same time as copying Locoscript on
toit.

1 Switch on your computer.

2 Insert your system disk with side 2 pointing to the left.

3  Onscreen you should see: A > (known as your A prompt).

CP/M Pius strad Consumer Electronics plec

v i4, 61K TPA, | disc drive, 112K drive M:

#>DISCKITR

Drive 15 A:

Photo 1 shows the screen with A)and DISCKIT typed in.



4 AtA>

> TYPE: DISCKIT
> PRESS:

On screen you will then see the options available to you from
the systems disk. Notice that they refer to [EH{d, etc. This
refers to the function keys or ‘f’ keys. You will find all the ‘f’
keys just to the right of the key on your key-
board.

DISC KIT v 1.9
PClBeS6 & CP/M Plus >
& 1985 fmstrad Consumer Electronics plc and Locomotive Software Ltd.

One drive found

i
i 6 G ‘
Lopy
Aff

¢ |
vyl

Exit from program ] EXIT Verify
i

|
!
|

Photo 2 shows the ‘f' options available to you.

5 To make a copy:
> PRESS: £33

6  You will then be asked to confirm that you want to make a
copy. At this point, remove the system disk (side 2), i.e.,
PRESS eject button on side of disk drive and place the
Locoscript disk in the disk drive with side 1, pointing to the
left.



TYPE: Y

The copying takes place in two halves. Tracks 0-20 will be
copied first. On the screen you will see the figures @-20 ap-
pear. At 20 another screen message will appear ‘Insert disk to
WRITE’. Remove Locoscript disk from your disk drive and
insert your blank disk with side A (or side 1) pointing to the
left.

Copying n 2 Tarts
Copying part :

Please insert the disc to MRITE on into the drive
Press any key to continue

Photo 3 shows the screen after the first half of Locoscript has been copied into the
computer’'s memory ready for transfer to your disk.

9 PRESS: any key to continue.

The numbers 0-20 will appear on your screen as they are
copied on to your blank disk. After ‘20’ has appeared the
screen message ‘Remove your disk from the disk drive and
insert disk to READ’ will appear.



{opying In 2 garts
Copying part ;

Please insert the disc to READ from into the drive
Press any key to continue

Photo 4 shows the screen after the first half of Locoscript has been copied on to your
disk.

10 Remove your disk from the disk drive. Re-insert the Loco-
script disk, i.e., with side 1 pointing to the left.

11 PRESS: any key to continue.

12 Numbers 21-40 will now appear on your screen. After ‘40’
has appeared, you will be prompted to insert your disk.

13 Remove the Locoscript disk. Re-insert your blank disk again
with side A (or side 1) pointing to the left.

14 PRESS: any key to continue.

15 Numbers 21-40 will now appear on your screen as these
tracks are finally copied on to your disk. After ‘40" has



EOPUH\Q m 2 Earts

opying part .

Please insert the disc to MRITE on into the drive
Press any key to continue

Photo 5 shows the screen after the second half of Locoscript has been copied into the
computer’s memory ready for transfer to your disk.

appeared you will see the screen message: ‘Disk copy com-
plete. Remove disk. Press any key to continue’.

16 Remove your disk, this is now your ‘Start-of-Day Disk’.
PRESS: any key.

On screen you will see the ‘f’ options’ again. It is advisable at
this point to make a copy of the system disk, i.e., side 2, and
also to make a copy of the other software which has come
with your Amstrad, i.e., the programming utilities and Dr
Logo software. Remember you can use both sides of your
blank disks to make your copies on. Remember also to label
your copies. Use these copies on your system and not the
originals. You should keep the original software in a safe place.



3N ¢ parts

ng part ¢

completed

e remove the disc from the drive
Press any key to continue

Photo 6 shows the screen after the second half of Locoscript has been copied on to your
disk.

When you have finished making copies:

> PRESS: 12418 and you will be returned to the A>.
> Insert your newly created ‘Start-of-Day Disk’ in your disk drive.

To commence word processing with Locoscript:

PRESS: , and at the same time, i.e. held
down together, and Locoscript should start for you. However, if
you have switched your computer off, then follow the instructions
on ‘Start-up procedure’ in 1.2.

1.2 Start-up procedure

> Switch on your computer.
> Insert your Start-of-Day Disk in the disk drive.

8



Note: You always start up by inserting your Start-of-Day Disk.
On screen you will see the Disk Management Screen.

1.3 Disk Management Screen

You always start and finish your word processing via the Disk
Management Screen.

15C managament, mter 1dls, Using none,
=Create new document E=Ed1t existing document P= Prm? d»)cunenf D=Direct printiag
1 DISC change  f2=Inspect  f3=Copy f4=Move f5= Rv‘mne f6=Erase f7=Modes f8=0ptions

Drive B: not fitted [Drive N: i
lESk used 48k free 24 files| Ok used 0Ok fru ] hles ak used 100k free 2 files
ER ITERS owp 4§ @k
%&‘;TEES 5 grrour 5 &k
¢ group b Ok
TEMPLATE 15k group 7

A:LETTERS 7 files[A:SAMPLES § files|A:CONT .1 file
' 1 limbo files 3 limbo files @ limbo files

TEMPLATE.STD Lk
TINPLATE.STD Lk

4 hidden 86k EG 3k
XT .EG 3k

=
=
=

EEE
sEETRg S8R

E-ﬂwz
22588

Emm
e

Photo 7 shows the Disk Management Screen.

Have a look at the top of your screen - notice it says DISK
MANAGEMENT. PRINTER IDLE. USING NONE. This informa-
tion tells you what screen you are using, whether the printer is
being used or not, and ‘using none’ means that nothing is being
saved or loaded from the disk drive.



Notice the Information Line below the heading. This informs you
that by TYPING: C, E, P or D you can create a document (or file),
edit a file that has already been saved on to disk, print a file or use
the printer as a typewriter by moving into ‘Direct Printing Mode'.

The ‘f' keys have disk management functions in this screen. Disk
management is covered in section 6.

You have two cursorson the Disk Management Screen. The cursors
are the green highlight bars. In the top half of your screen the cur-
sor is in the ‘Group Section’ and is moved by pressing the

and arrow keys (on the right of your keyboard). The file cursor in
the lower half of the screen is moved by pressing the arrow keys.

Now look at the details of the disk drives:

e Drive A refers to your disk drive.
e Drive B is the lower disk drive for double disk drive users.

e Drive M is a section of memory.

1.4 Editing a document

Your Start-of-Day Disk has some ready-made exercises and tem-
plates for you. Using your group cursor ([JEII@l plus arrow keys)
move to group Template. Notice that the file cursor has now
moved to LET2PAGE.HDP. To have a look at this document opt
for Edit.

> TYPE: E (if you make an error, PRESS: — the cancel
key which is above to the right of your keyboard.) A
‘window’ will open asking you to confirm that you want to Edit
this document.

10



15 managenent,,
=Ed1t existing doc

9
ons

ik grouwp 4 Ok
Ok group 5 Ok

group b Ok
¢k  group 7 Ok

A:LETTERS 7 files|A:SAMPLES S files|A:CONT 1 files!A:TEMPLATE 11 files
1 limbo files 3 limho files 0 linho files 2 limbo files

PHRASES .SID 1k 1k TEMPLATE.ST? Ik HDP )
D ME 3k G 4k

TENPLATE.STD 1k
4 hidden 86k

Photo 8 shows the Edit Document Menu.

> PRESS: EMIE: (This is to the far right, bottom row of keys.)

Your screen will then move into Editing Text Screen and on the
screen will be the document called LET2PAGE.HDP. Have a look
at this and then return to the Disk Management Screen. To do this:

> PRESS: 2411

1



Exit options:

Finish editing
Save and Continue
Save and Print

Each time you use this template, replace the highlighted
for that particular occasion.¢
¢

This template is suitable for letters on headed A4 paper for use with
standard window envelopes, It provides a right justified date wit

pagination text giving “/continues" footer and continuation sheet header

3; h page number, addressee and datee
Each time you create a letter with this te?plate, remeaber to use £7 to

edit

Photo 9 shows the Exit Menu.

A ‘window’ will open offering you the ‘Exit Options’. Move the
highlight bar with your cursor key down to ‘Abandon Edit'.

> PRESS: [S\RES:

When you are returned to Disk Management Screen, you might
like to spend a few minutes moving your group cursor and file
cursor around your screen and retrieve documents by TYPING: E
followed by PRESSING: . To ‘Abandon the Edit’,
PRESS: then move the cursor to ‘Abandon Edit’ and

PRESS: [A\i3: .

1.5 Creating a document

In the elementary section of this book it is presumed that you will
save your documents on to the Start-of-Day Disk. If you are not

12



going to do this, then you will need to format another blank disk
to use as your Data Disk. Instructions on formatting disks are
given in section 6.1. If you are going to use a data disk, then
remove your Start-of-Day Disk, insert your data disk and PRESS:
to show that there has been a change of disk.

Now you are going to create a new document. Move your group
cursor to ‘CONT’ (for Continuous text).

Drive fi: Vo

125k used 48k free 24 filejiih i 2)( used 100k free 2 files
WtITERS 97k ol N JUCUNENT , 004 1k growp 4 Ok
SAMPLES mk roup! FANP group 5 Ok
UN' Al Drive: t Ik arowp 6 €k
ZMPLAIL x “EMPLATE Ok  aroup 7 @k

{A:LETTERS 7 files|:§ ES i A:CONT i H
1 limho files inho files 0 limho files ‘2 linbo files

‘PMI(RSES S ik 6 Ik TEMPLATE.STD Lk LETEPNE HDP 2)(
READ k DOCUMEN 4k T S P
{TEMPLATE. STD ik

: 1k
4 hidden 86k ‘ 3k
1k q Ik

e e s

l
|
|
|
|
|
s
|
|

Photo 10 shows the Create Document Menu.

> TYPE: C

On screen a ‘window’ will open with the group name and a sugges-
tion for the name of this document. Give this document the name
LESSON.@@1. With the cursor on NAME,

> TYPE: LESSON.001
> PRESS: [HMIEZ

13



ive f: . W
ilef -/ 2 files

ETTERS 97k 0 W'_&ﬁﬂm’ [ i l 1k grow 4 0Ok
gMPLES 1ok 3 ¢ -é‘roup ' xz grog g ok

A:LETTERS 7 files!A:SAMPLES 5 files!f:
I 1 Timbo files '3 linho files

HRASES .ST0 1k QU B
Lm"swm %ﬁ {)gc IM'E?;

; auo"% G
X EG

'0 limho files

TENPLATE. 1D Lk
R

|
I
hidden 8Bk !
’I
|

Photo 11 shows LESSON.001 typed in on the Create Document Menu.

You will now be in Editing Text Screen (see photo 12).

1.6 Status line

Your status line is at the top of your screen. |t tells you that you are
using Drive A and that the group is Group Cont and the file is
called LESSON.@@1. Notice it also tells you that the printer is
idle and that you are using Drive A.

More information is then given about the layout of your docu-
ment. This informs you that the pitch (type) is proportional
spacing (PS), i.e., the letter ‘w’ will take up more space than the
letter ‘i’, the Ime spacing is single line with 6 lines of text to the
inch. Your cursor (the green flashing rectangle) is on line 1.

Finally your status line tells you about the ‘f' keys in this mode.
Notice they have different functions from the Disk Management
Screen. If you like, press these function keys, for example, [@is

14



ON .00
-PiPS  -LS1
t {3

Photo 12 shows the Editing Text Screen.

the Emphasis Menu allowing you to underline or embolden text.
When you have had a look at this menu cancel it, PRESS: :
(You will be using all these different functions as you progress
through the course.)

1.7 Ruler line

The ruler line shows you your margins which are presently 5 and
85. Note: The full figures are not given on the ruler line, i.e. 4
means 40, etc. The little arrows on your ruler line are tab stops.

1.8 Inputting text

Please type in (also known as inputting or keying-in) Lesson 1. Do
not PRESS: LM¥IM\} at the end of each line. However, PRESS:
iM%\l  twice at the end of the first paragraph. Do not worry

15



if you make a mistake; you will learn how to make corrections at
the end of the exercise.

Lesson 1

The Amstrad PCW8256 word processor offers a wrap-around
system which means that when you are typing you do not have to
press Return at the end of each line, the system will move your

cursor down to the next line for you.

You only press Return at the end of a paragraph when you need
to create a line space, you then have to press Return twice in order
to leave one clear line of space between paragraphs.

End of text.

1.9 Cursor control

You will have noticed that as you were typing the cursor moved
along with the text. It is important that you know how to move
your cursor around your text as quickly as possible. Try out the
following cursor moves.

Cursor control, character-by-character

> PRESS: the arrow keys on the right of your keyboard to move
the cursor one character at a time to the right, left, down a line
and up a line.

> PRESS: key (on the far right of the keyboard) to move
the cursor to the right character-by-character.

> PRESS: and key (left side of keyboard) to move
the cursor to the left character-by-character back through your
text.

> PRESS: plus the arrow key/s and your cursor will
move down 20 lines, up 20 lines or across 40 spaces.

16



Cursor control word-by-word

> PRESS: WWeliis) key (EIsll@lplus [M5l\3] key) to move the
cursor word-by-word through your text.

> PRESS: I[eI:) and EXWH key (i.e., HEIaN plus (R plus

) to move the cursor word-by-word to the left.

Cursor control, end of line
> PRESS: key (End Of Line key — next to [E&{d on your
keyboard) and your cursor will move to the end of your line.

Cursor control, beginning of line
> PRESS: FIilIal and key to move cursor to the begin-
ning of the next line.

Cursor control, paragraph-by-paragraph

> PRESS: LdAiAY key and your cursor will move to the beginning
of the next paragraph.

> PRESS: [T and key and your cursor will move to
the top of the previous paragraph.

Cursor control, bottom of page
> PRESS: [ZAX¢]3 key to move cursor to the bottom of the page
of text you are working on.

Cursor control, bottom of document

> PRESS: key (i.e. plus key) to move cur-
sor to the bottom of your text — useful for multi-page documents. I,
however, you want to interrupt this command, PRESS: Fi{e]d and
then either PRESS: to continue or PRESS: to
confirm that you want to end the command .

17



Cursor control, top of document
> PRESS: and to move cursor to the top of your
document.

Text editing

Throughout this course you have to carry out text editing. |f you
are not familiar with some of the text editing signs, e.g. |/c = lower
case (small letter); u/c = upper case (capital letter), etc., have a
look at Appendix 2 which lists some of the more common text
correction signs and their meaning.

You will see from the amended text that you are now required
to delete some characters and words. Read sections 1.10 and
1.11 on deleting before carrying out this editing.

1.10 To delete a character

> PRESS: DSBS to delete the character at the cursor and to
the right of the cursor. Holding this key down has a repeat action
and will continue to delete characters to the right of the cursor.

> PRESS: [EBEN to delete characters to the left of the cursor.
Holding this key down has a repeat action and will continue to
delete characters to the left of the cursor.The key will
also delete a blank line.

1.11 To delete an entire line of text or
block of text

> Move your cursor to the beginning of the text you want to
delete.

> PRESS:

> Move your cursor to the space after the last word in the text
you want to delete (notice the highlighting). Note: Use down
arrow cursor key if there is more than one line to highlight for
cutting.

> PRESS:

18



Note: |f at the third step above, you find you have moved the
cursor too far when marking out the text to be deleted, you can
use your arrow cursor key to move back to the correct point. If
you have second thoughts and decide you do not want to carry
out the deleting operation, PRESS: in order to cancel the
command.

Now make the deletions asked for in the exercise below — but
please do not delete the whole exercise as you will be inserting
text into the exercise shortly. Note: You may find that your text
‘breaks’ as a result of deleting text. |f this happens, PRESS:

(bottom right of keyboard) and this will realign your
text for you.

Lesson 1

The Amstrad \DEWS256word processor offers a wrap-around
system which means that when you are typing you do not have to
press Return at the end of each line, the system will move your
cursor down to the next line {ox yeu

You only press Return at the end of a paragraph when you need
to create a line space, you then-aavete press Return twice inorder

End of text.

1.12 Inserting a word or sentence

Move to the point in the text where you want to insert the extra
text and just type it in. Do not worry if the line breaks; remember
to realign your paragraph by PRESSING: [313W:¥4

18



1.13 Text editing, overwriting or replacing
characters or words

To overwrite a character or word you must first delete it and then

type in the new text, i.e., use the and keys to
delete the character/s and then just type in the correction.

Further editing of Lesson 1; please amend as follows:

Lesson 1
word wrap
The Amstrad Word Processor offers g wrap-areund-system which
means that when you are typing you do not have to press Return
autoematically
at the end of each line, the system wﬂllmove your cursor down to

the next line.

You only press Retum at the end gf a paragraph when you need
known 25 ah

to create a line space, (you then press Retum twice.

End of text.

1.14 Relaying paragraphs

> PRESS: [IHW:\4 key to realign your paragraphs or,
> PRESS: [T key. This will relay your paragraphs and then
move your cursor to the start of the next paragraph.

1.15 Exit

You do not need to print this first exercise — that will come into
the next lesson but as you have now finished your text editing you
need to leave ‘Editing Text Screen’. To do this:

> PRESS: 2411

When the ‘Exit Options’ menu appears, move your cursor to
‘Finish Editing’. This means that your document will be saved on
to your disk.

20



> PRESS: [\I33

On screen you will then see the Disk Management Screen and saved
in the Group called ‘CONT" will be your document LESSON.001

1.16 Closing down the system (exiting)

If you have finished word processing for the day this is the pro-
cedure for closing down your system from the Editing Text Screen:

> PRESS: 1241
> Select your option from the ‘Exit Options’ menu.

(#la = ‘Exit optiovs:
The fmstrad  Word Processor offers word w
that uhen gou are tﬁpm? do not have tfi v ] (f{nl;!_
at  the of LTI R I | Save and Confinue
noue your cursor doun to the next line.¢ " Save and Print !

Ahandon edit !

You only press Return at the end of a 3
need to create a line space, known as you
;hen press Return twice.¢ ! ; 3

Photo 13 shows the Exit options menu with 'Finish Editing’ highlighted.

21



> PRESS: LE\MI:

When the Disk Management Screen appears with ‘Using None’ dis-
played in the upper right hand corner, i.e., it is not using the disk
drive and the printer is idle:

> Make sure that the disk indicator light is off.

> Press the eject button on the disk drive in order to remove your
disk.

> Remove disk and switch off computer.

Note: Never switch the computer off, or on, with a disk in the
disk drive.

Review of Section 1
Start up procedure

> Switch on computer.
> Insert Start-of-Day Disk.

Editing a document
When in Disk Management Screen,

> Place file cursor on document you want to edit.
> Type: E
> PRESS: [@NId;] to confirm that it is the correct document.

Creating a document
When in Disk Management Screen,

> Select group you want the document to be filed under.
> TYPE: C and then type in the name of the document.
> PRESS: [\13

key

Pressing key cancels a command, e.g., if you have pressed a
function key and then decide that you do not want to carry out
the function, just PRESS: .

22



Cursor control

Arrow keys and key move cursor character-by-character.
key moves cursor word by word.

(End of Line) key moves cursor to end of line.

key moves cursor to beginning of next line.

key moves cursor to beginning of next paragraph.

key moves cursor to end of document.

key moves cursor to end of page.

Using the key plus these cursor control keys usually puts
these functions into reverse, i.e., plus key moves
cursor to top of document.

Deleting text
Characters, words and blank spaces can be deleted by using the

and keys.

Blocks of text and lines of text can be deleted using the key,
i.e.
> PRESS: at the start of the block to be deleted.

> Move cursor to the end of the text to be deleted.
> PRESS: again.

Inserting text
Text can be inserted into a document by just typing it in.

Overwriting text
Delete character/s with and [EE]3M keys, then type in
new text.

RELAY RIGY
Pressing IS\ key realigns the document after text editing.

Exiting and closing down the system
To exit from a document:

> PRESS: B and then select the option you want from the
‘Exit Options Menu’.
> PRESS: [E\AA:

23



At Disk Management Screen, once the red light is off and you have
the ‘Printer ldle, Using None’ sign,

> Remove your disk.
> Switch off the computer.

Consolidation exercise
From Disk Management Screen, create a new document called
LESSON.@1A.

In Editing Text Screen, input the following:

When you have completed the elementary features of this book
you should feel confident about starting up with your Amstrad;
inputting text, making corrections, moving blocks of text, centring
headings, resetting margins, indenting for paragraphs, saving files
and printing.

End of text.

Now make the following deletions and insertions to your text.

seckion
When you have completed the elementary features of thisplzg(e)k -
you should feel confident about starting up with your Amstrad;
. s . . deleting blocks of text,
inputting text, making corrections, moving blocks of text,centring
. . . e . emboldeningsundergoring
headings, resetting margins, indenting for paragraphs,|saving files

and printing.
End of text.

When you have made the corrections to your text, exit from the
Editing Text Screen and then close down your system.

Make sure you are confident about using the cursor keys and basic
text editing functions before commencing Section 2.
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Section 2

Create a document in Group Cont called LESSON.@@2. If you
cannot remember how to create a document follow the instruc-
tions below:

> In Disk Management Screen, place group cursor on ‘CONT’
Group.

> Type: C

Next to ‘Name’ on the Create Document Menu,

> TYPE: LESSON.002
> PRESS:

2.1 Text editing

When you are in Editing Text Screen would you please input the
following:

Lesson 2

There are many different word processing packages on the market
offering the user the ability to input, save, retrieve and print text
and the text editing functions of delete and insert. Moving blocks
of text, copying blocks of text and deleting blocks of text are also
quite standard. Other standard features include: altering margins,
line spacing, centring and indenting paragraphs.

The features which are not standard are WYS/WYG (What You
See is What You Get), automatic paragraph reformatting, headers
and footers, page numbering, alphabetical sorting, numerical
sorting, calculations, mail merge, spelling check programs and
background printing.

An important point to note about using your word processor is
that you should use everything you need — but not everything you

can!

End of text.
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Would you please make the deletions and insertions asked for in
the amended text below. Remember to proof read your text for
any errors.

Lesson 2

d eTren OTC
P\ word procassor will offer

offering|the user the ability to input, save, retrieve and print text

and the text editing functions of delete and insert. Moving blocks

of text, copying blocks of text and deleting blocks of text are also

onit quite standard. Other standard features include: altering margins, B
|ﬁiine spacing, centring,and indenting paragraphs;,emboldening and underlining

n.p. The features which are not standard are WYS/WYG (What You

imal tabs
See is What You Get), automatic paragraph reformattmg, headers

optiona\ page bre'aks, conditional page be
and footers,| page numbering, [alphabetlcal sortmg, numerical
sorting, calculations, mail merge, spelling check programs and
background printing.
mstrad

An important point to note about using youerord processor is
that you should use everything you need — but not everything you
can!

End of text.

2.2 Saving and printing text
When you are satisfied with your text, save and print it. To do this:

> Make sure you have paper in the printer, i.e., place a sheet of
paper ready for loading into the printer and then bring forward
the lever on the right of the printer. Note: The message on the
left of your status line ‘Printer Active’ followed by ‘Printer Active,
Bail Bar Back’ — when this message is flashing on your screen you
will not be able to type. If you try to type you will get a loud
‘bleep’ from the computer.

When you have placed the paper in your printer:

> PRESS: [241
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You now need the ‘Exit Option Menu’, so,
> PRESS: 1241

> When the menu appears, move the highlight bar down with your
cursor key to ‘Save and Print’.

(+LayouTd)¢ ] :
4 word processor will offer the user the ahifeess
save, retrieve and print text and  the FEEEINIGLEISANL
functions of delete and  nsert, Nouln? i1 Save and Continue
copying hlocks of text and deleting blocks} d
also quite standard. Other standard  fef andon &
altering margins, altering iine Spac|
indenting paragraphs, emholdening and underlining.¢

¢
The features which are not standard are RYS/NYG (Nhat  You
See is Mhat You Get), automatic paragraph  reformatting,
decimal tahs, headers and footers, ogt:ona] page  hreaks
page  numbering, conditional pa?e reaks, alphahetica
sorting,  numerical sortlng. calculations, nail merge,
spelling check programs and hackground printing.¢

¢
An important point to note ~about using your  Amstrad  word
processor 1s that you should use everything you need - but

not everything you canle
@

Photo 14 shows the Exit Options Menu with ‘Save and Print’ highlighted.

> PRESS: 1S\

Your text will be printed out for you and your screen will return
to Disk Management.

2.3 Retrieving a document

At the Disk Management Screen, make sure your file cursor is on
your newly saved document LESSON.@@2.
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This time you will not be opting for ‘C’ in order to create a new
document but instead opt for ‘E’ in order to edit your document
LESSON.@@2.

> TYPE: E

Make sure that the right document is named on the ‘Edit Existing
Document Menu'. Ifitis not then PRESS: and start the pro-
cedure again, making sure that your file cursor is on LESSON.@@2
before you PRESS: E.

> PRESS: 13\

When the screen moves into Editing Text Screen you will see your
saved file displayed. You are now going to make some alterations
to this. Make sure your cursor is at the top of your text.

2.4 Changing margins

| would like you to change margins and in order to do this, you
must change the ruler. Look at your status line and notice that
alters the layout.

> PRESS: (i.e., @A plus ) (See photo 15.)

On screen will appear the ‘window’ with the ‘Document Layout
Menu’. (If you have a different menu on screen it probably means
you pressed the wrong function key, so, PRESS: and then
PRESS: )

Make sure the highlight bar is on ‘Brand New Layout'.
> PRESS: [3MI3:

Press your down cursor arrow key, and then move it along the ruler
line to point 15. (Remember, 1= 10 on the ruler line.) Notice on
the status line that the functions of the ‘f’ keys have changed
again, and to set your new left margin at 15:

> PRESS:

Move the cursor along the ruler line to 6@. Notice from the infor-
mation on your status line that in order to set your right margin:
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; a1 X% 4 or e, Using R:
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|| oifer the user the mnt to n{ut.
Insert layout B print  text nd he ext ng
2 insert, Movin of text,

. l)}m!.r;]ﬂtmp and deletm ) ocks toxt are . .
' Layou y. Oth naar features  include; ... ...
| Base lavout 1 altermg lme spacing, centrlng, R

Imboldening and underhmng ¢
Edit lavout ;
are  RYS/NYG ' (What You

Layout ? i G ic paragraph  reformatting, .
0 tumal page  hreaks
Page  numdering, conditional ? reaks, alphahetical
sorting, numerical sortmg calculations, uaxl nerge,
spellmg check programs and hackground pnntmg ¢ s :

.Rn inportant ‘point to note about usin

g your Mmstrad word .
processor 1s that gou should use euergt ing gou need - but
Bot evergthmg you canle o

Photo 15 shows the Document Layout Menu.

> PRESS: [A (i.e., HIIEA plus @ )
> PRESS: 2411

Note: To move out of the Document Layout Menu, you PRESS:
0l — do not PRESS: [FXM.

To reformat your paragraphs to the new margins use your
key to move through your text paragraph by paragraph or the
key to move to the end of your text. Your document will
then be automatically reformatted to the new margins.

2.5 Inserting a heading

Make sure your cursor is at the top of your text, i.e., on the ‘A’
of the first paragraph. Remember to use the cursor control keys
which offer the fastest moves, i.e., and and
will move your cursor to the first character at the top of your

passage.
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You are now going to insert a heading so you must create an
extra line space to accommodate it. To insert the line space:

> PRESS: IRV twice, so that when you type in the heading
you will have one clear line of space between the heading and the

text.
Then:

> Move your cursor back to the first clear line you have created.
> TYPE: WORD PROCESSING
> PRESS: RISV

2.6 Cut and paste (moving marked text)

You are now going to move the last paragraph and make it the
first paragraph. To do this you will need to use the following three

keys: [l and 13 -

> Move your cursor to the ‘A’ of ‘An’, i.e. the first letter of the

first word of your last paragraph.
> PRESS: [de]@@ and look at the instructions which appear on

your status line.
> Move your cursor to the space after the word ‘can!’ at the end

of the last paragraph (notice the highlighting).

> PRESS: and again look at the instructions which appear
on your status line.

> TYPE: 0

The text will disappear from your screen — this is where Drive M,
the memory drive, comes in because your text is stored there tem-
porarily.

> Move your cursor to the space below the heading.

> PRESS: and notice the instructions on the status line.
> TYPE: 0

The last paragraph now becomes the first paragraph. You may

have to insert an extra line space (i.e., PRESS: [KIRVGIM ) be-
tween the heading and the new first paragraph and between the

first and second paragraphs.
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2.7 PTR key

Whilst you can just select the ‘Save and Print’ option when you
exit from Editing Text Screen, it is a good idea to get into the
habit of saving your text and then printing from Disk Management
Screen having checked out the options offered by the key.
From Editing Text Screen:

> PRESS:
Then, with the highlight bar on ‘Finish Editing’,

> PRESS:

> At Disk Management Screen, PRESS: (next to on
your keyboard). Notice how the status line has changed and new
functions are again offered by the ‘f' keys. If you have not put
paper in your printer, then the message ‘Waiting For Paper’ will be
displayed at the top of your screen.

> PRESS: [l and look at the options offered. You can select
high quality or draft quality print, by moving the highlight bar and
pressing . This is also where you can change
the setting from single sheets of paper to continuous stationery. If
you have not made any changes, PRESS: XN . If, however, you
have made changes, PRESS: .

The other ‘f' keys offered by pressing are:

@ relates to whether you have paper in the printer or not.

e [E is useful for changing the printing position — the offset op-
tion which you will use when you type up envelopes.

e [@ is pressed if you want to reprint a document during printing.
° is used if you need to interrupt your computer whilst it is
printing out a document. To do this having PRESSED: fol-
lowed by you then move the highlight bar and opt either to
abandon or continue printing.

e [B] changes the printer from on line to off line. (It should be on
line.)

> PRESS: 12411
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2.8 Printing from Disk Management
Screen

> Make sure you have paper in your printer. When you have put
paper in, if the ‘Printer’ message is flashing on the top left of your
screen, PRESS: :

> Make sure your file cursor is on the file you want to print.

> TYPE: P

If you are using version 1.0 of Locoscript, you will be asked to
confirm that you want to print out this document. If you are

using version 1.2 of Locoscript, you will have a menu offering to
print all pages of the document or some pages. Make sure the ‘tick’

is next to ‘all pages’. Then:
> PRESS: [E\MI:

Your file will be printed out for you.

2.9 Consolidation exercise

Create a new document in group Cont called LESSON.(@2A. When
in Editing Text Screen, set new margins of 10 and 70 and then key
in the following:

WORD PROCESSING

If you have to type the same letters, paragraphs, or reports over
and over again — then you need a word processor to help you!

If the letters, reports and other documents you presently type on
your typewriter, have more than one draft — then you need a

word processor to help you!

If you want your general business correspondence to have a really
professional error-free appearance — then you need a word

processor to help you!

End of text.

Proof read your work for any errors and correct them.
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2.10 Save and continue

If you are inputting a lengthy document then you really should
save it on disk at least every half an hour. This is where the ‘Save
and Continue’ option proves useful. Try it now.

> PRESS [E{Rl and when the options appear, move the highlight
bar to ‘SAVE AND CONTINUE'.
> PRESS: [S\HIS3

e,
Page
“Hodes

¢ : 4
MORD PROCESSINGe )
¢ "t Finish editing |
If you have to type the same letfers, § v Save and Lontinue b
reports over and over again - then  youlRFYTIETLRSol !

processor to help you'¢ : i Abandon edit

¢ o J
If the letters

reports and other documents you

type on your fupe«titer have more than one draft
you need a word processor to help youle

If ?ou want your general husiness correspondencgh to
n

really professional = error-free appearance - [
a word processor to help youl¢ 2L

Photo 16 shows the Exit Options Menu with ‘Save and Continue’ highlighted.

Your text will be saved on to your disk but you will then be
returned to Editing Text Screen with the same document there
and your cursor will be at the top of your text.

2.11 Consolidation exercise

Would you now please carry out the following text editing to the
document.
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AMSTRAD
[ WORD PROCESSING memos,

If you have to type the same letters, paragraphs,/or reports over

S
and over again — then you need alword processor to help you!

busine;
If the letters, reports and other Edoc_t:\nge‘%sam prgiently; type o

yoeur-typewriter, have more than one draft’L— then you need an AmetraAd
word processor to help you!

If you wantlyour general-business correspondence to have a really
professional error-free appearance — then you need a /\word

rocessor to help you!

End of text. ,
Save and print a copy of this document.

2.12 Justifying text

Create a new document in CONT Group called LESSON.@2B. In
this exercise you are going to indent paragraphs and alter the
margins and then print the document out so that the text has a
justified right hand margin.

When you are in Editing Text Screen,

> PRESS the Layout Function key, i.e. |4 and opt for ‘Brand
New Layout’. Then PRESS: . Notice the status line,
highlighting the word PITCH PS. | want you to change the pitch
from proportional spacing to 10 characters to the inch.

> TYPE: 10
> PRESS: [E\I4:

> Move your cursor across the status line until the highlight is on
‘JUSTIFY’. To put a ‘tick’ next to the word ‘Justify’ PRESS:

VR IAAA which is immediately to the left of your space
bar. It is not like the ordinary plus sign as this key gives an instruc-
tion to the system to confirm a command.

Notice the tick which has appeared next to ‘Justify’ on the status
line.

> Now move your cursor down to the ruler line. Take it along to
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15 and PRESS: (@l .

> Move the cursor along to 65 and PRESS: [A.

> PRESS:

> PRESS: and your text will be realigned — notice it is
now justified.

2.13 Indenting paragraphs

Your word processor has pre-set tabs (the arrows along the ruler
line) so all you have to do to indent your paragraphs is to PRESS:
at the start of each new paragraph and then input your text
in the usual way. Input the following, indenting your paragraphs:

One of the problems about word processing is the difficulty some
operators find in proof reading. Proof reading is the reading
through of the text prior to printing and correcting typographical
and spelling errors.

However, it is not uncommon for the WP operator to miss some
of these errors when proof reading the screen. It is much harder to
spot errors when reading text displayed on screen. Extra care must
therefore be taken when proof reading.

End of text.
Having proof read your work for any errors, would you please
amend it as follows:

One of the problems about word processing is the difficulty some
operators find in proof reading. Proof reading is the reading <)

o] throu e-f the text priortoprinting and correcting typographical,

gramm: tical
L and spelling errors.

However, it is not uncommon for the WP operator to miss some
of these errors when proof reading the screen)] It is much harder to  (Jc
spe% errors whenerv%gg% text displayed on[ﬁefeer[ Extra care must
therefore be taken/\when proof reading.

End of text.

Proof read your amended text and then print a copy out.
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Section 3

Please retrieve document LESSON.@2A.
3.1 Show function key

Show state of:

" Codes
Rulers

't “tupe the same letters, paragraphs, memos, .........
o ¥ e&t 1 Mstrad )

paces i and over agqain - then gou ne
- Effectors : to help youle. ..~ ...

you want a our “"to have a really ..

Kofessnonal error-frae A\{pearance - then you need an .

strad word processor to help youle .. ..

If the letters, 'reports and other business documents = you

presentl, type have more than one draft - meaning a tofal

{e ﬁpl or gou = then you need an  Mmstrad  wo processor .........
elp youle” .. T A HoRa ST e

Photo 17 shows the Show Menu.

When LESSON.@2A is displayed in Editing Text Screen, PRESS:
[, the ‘Show’ function key. If you are using version 1.0 and you
do not like the lines of dots on your screen, you can erase these by
moving the highlight bar down to ‘blanks’ on the menu and
PRESSING: immediately to the right of
your space bar. This acts in a similar way to the
at the other end of the space bar - except it cancels commands.
Version 1.2 users might like to put the lines of dots in. Make any
other alterations to the ‘Show Menu’ but | would suggest that you
leave the tick next to ‘Codes’ as this will be useful in the next
section. Then PRESS: ,
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3.2 Underlining a heading

Make sure your cursor is on the ‘A’ of the heading: ‘Amstrad Word
Processing’. To make the heading stand out from the rest of the
text you are going to underline it (also known as underscore).
Look at your status line and notice that [E] key is the Emphasis
Menu.

> PRESS:

On screen you will see the Emphasis Codes Menu. As you can see
this menu offers you: underlining, emboldening, i.e., the letters
are printed out in bold (or darker) type, double strike (similar to
emboldening) and reverse video, i.e., instead of text displayed
green on black on your screen it is displayed black on green. As
you want to underline, make sure the highlight bar is on ‘under-
line” and then:

> PRESS: [dMVEYSeIFRAY (to the left of your space bar)

Emphasis codes:

M+ Underline 5 )

¢ N - 8
‘-;Fuamimlmr-u. letters, paragraphs, memos
i 1 Word underline }ln - then you nn an' fnstrad

B - Double frrespondence to have a really
1! - ReVerse Video rance - then you need  an

oy !¢
‘If the letters. “peports  and other busimess documents ogou

: resentl type have more than one draft - meaning a tofal
p 'hml ?or ygou - then you need an Amstrad word processor
elp you!

: i

Photo 18 shows the Emphasis Menu with ‘Underline’ highlighted.
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Another menu will appear where you can select to have the full
line underlined or just individual words underlined. With the high-

light bar on ‘Full Underline’

> PRESS: [\

Notice in your text the code (+UL). You must now let the system
know where underlining is to stop. Move your cursor to the end
of the title and

> PRESS:
With the highlight bar on ‘Underline’

> PRESS: [MININEXHeRIAAAT (to the right of your space bar)
> PRESS: [E\1AS:

3.3 Using codes

Notice in your text the code (-UL). You have now input the com-
mand to underline your heading on printing. However, there is a
much quicker way to do this and that is by using just the plus and
minus code keys in addition to typing in the codes. In this
example you would have placed your cursor on the ‘A’, PRESSED:

RO IAA32 and immediately TYPED: UL . You would
than have moved your cursor to the end of your title line and

PRESSED: [MIINVEXHeIAAAT and immediately TYPED: UL.

As you work through this course | will suggest codes that you can
use instead of using the menus. However, if you want to see the
list of commands you can input directly using codes. PRESS:

MV NIAAa and after a short pause a menu of codes will
appear on your screen. The capital letter of each of these

commands is their code, e.g., UnderLine is shown with a capital U
and a capital L, therefore the code, as you now know, is UL. You
would then PRESS: @MIIE3] . To cancel the Code Menu PRESS:

(CANE
3.4 Linking paragraphs

Would you please link together the last two paragraphs. To link
these paragraphs:
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> Delete the [RRMINM arrow sign at the end of the second para-

graph.

> PRESS: space bar twice, to allow two spaces after the full
stop.

> Delete the GISVEIM sign between the second and third para-
graph.

> PRESS: [H3%.\{ .

Save and print out a copy of this document.

3.5 Consolidation exercise
Please create a new document called LESSON.@@3. When you are
in Editing Text Screen, please input the following:

Lesson.093
BUSINESS LETTERS

Most businesses today use the fully blocked style of letter. This
means that the date, addressee, salutation, subject heading, all
paragraphs and complimentary close commence at the left hand

margin.

In addition the modern business letter does not have any
punctuation in the date, addressee, salutation or complimentary
close — this is known as open punctuation. However, punctuation
is still typed in the letter.

This is quite a change from the old style of letter writing where
the date was on the right and the paragraphs and complimentary

close were centred.
End of text.

Now carry out the following text editing on this document.

Most businesses t(():ia{ use the fully blocked style of letter. This
nc

ke . . .
means that the| date, addressee, salutation, subject heading, all
and the name and designabion of the peson sending the letter
paragraphs, and~- complimentary closelcommence at the left hand

margin.
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todays

In addition the~modern

business letter does not have any

punctuation in the date, addressee, salutation or complimentary

close — this is known as open punctuation. However, punctuation

main bady of the

is still typed in thelletter.

This is quite a change from the old style of letter writing where

the date was on the right and the paragraphs and complimentary

indented
close were

End of text.

3.6 Centring

(0Layou14)0
(’UL)W( L)

Host today
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close and
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e
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. /{
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1 line
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and complimentary close wer|

In addition today's business

pumctuation in the  date,
complimentary close - this i1s
However, punctuation is stxll
the letfet

not  have any
salutation 13
*open punctuation®,
body

typed in the main ot

Photo 19 shows the Lines Menu with ‘Centre Line’ highlighted.

Would you please centre the heading BUSINESS LETTERS. To do
this,

> Move your cursor to the line you want centred.

> PRESS: [E and the ‘Lines Menu’ will appear.
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> With your highlight bar on ‘Centre Line’ PRESS: [S\lld3] and
your heading will be centred.

A quicker way of centring is to by-pass the Menu and insert the
code for centre, i.e. C, in your text as follows:

> Move your cursor to the line or word you want centred:

> PRESS: [{NSE{oe]p] 44

> TYPE: C and then the text you want centred.

Note: The centre code, (+C), should be inserted before the code
to underline; otherwise you may find that underlining begins at
the left hand margin!

3.7 Changing pitch

> Move your cursor to the top of your text, i.e. ‘M’ of ‘Most’.

In order to change the pitch(style of type) you must opt for the
Style Menu.
> PRESS: [

You may already have the pitch options displayed, i.e. 10, 12, 15,
17 and Proportional Spacing. |f you have not,

> move the highlight bar to ‘Pitch’

> PRESS: [JRVEXe0]0] ¢34 -

Notice you can also opt for your work to be printed out in normal
or double width print.

> Move the cursor to 1@ pitch and put a tick next to this by

PRESSING: [JRVEYeelr] 343 -

> PRESS: [E\REAS

> Move your cursor to the ‘T’ of ‘This’, i.e., first word of your
second paragraph.

> PRESS: &1

> Move the highlight bar to 12 pitch.

> PRESS:

> PRESS:

> Move the cursor to the ‘I’ of ‘In’.
> PRESS:
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Photo 20 shows the Style Menu.
Move the highlight bar to double width.

> PRESS: [JNSEYeop]H (24
> PRESS: [\1IS3
> Now print out a copy of this document and compare the differ-

ent pitch styles.

Note: You can avoid using the Style Menu by inserting the code
‘P’, for change of pitch, as follows; move your cursor to the place
you want the change of pitch to commence; PRESS:
, TYPE: P and then type in the pitch number, i.e. 10, 12,
15, 17 or PS for proportional spacing. Then PRESS: If
you want double width, TYPE: D after the figure.

3.8 Changing the template

If you find that you prefer your text justified and perhaps with a
pitch of Wf, then you can alter the template for the group so that
all subsequent newly created documents will keep to the new style.
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> Make sure you are in Disk Management Screen.

> Place the file cursor on one of the TEMPLATE.STD files — |
would suggest using the one for the Cont Group.

> TYPE: E

> PRESS: EMIEA .

When you are in Editing Text Screen,

> delete the Layout sign (+Layout4) if showing on your screen.

> PRESS:

> Move the highlight bar to ‘Brand New Layout’.

> PRESS:

> TYPE: 14

> PRESS:

> Move your cursor across the line to ‘Justify’ and put a tick by

this, i.e., PRESS: [JRVEYo{o]p]J (] .

If you want to alter the margin,

> move the cursor down to the ruler line and set the left margin
by PRESSING: Hl and the right margin by PRESSING: [A .

When you are happy with your new template,

> PRESS: 2411
> Then save this by PRESSING: and with your highlight
bar on ‘Finish Editing’, PRESS: (1133 .

3.9 Emboldening a heading
Create a new document called LESSON.@3A.

In this exercise you are going to emphasise the heading by opting
for ‘Bold’ print on the Emphasis Codes Menu. Before you begin to
type carry out the following:

> PRESS:

When the Emphasis Codes Menu appears on your screen, move the
highlight bar to ‘Bold’,

> PRESS: [IEVEXSODIART

> PRESS:

> TYPE: PERSONAL BUSINESS LETTERS

> PRESS: [H]
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Move highlight bar to ‘Bold’.
> PRESS: WINIVEXeelo]q (2
> PRESS: [EYiE:

The bold commands have now been embedded in the system —
notice the (+Bold) and (-Bold) signs at either end of your heading.

Note: Again you could use codes rather than use the menu pro-
cedure. The code for commencing emboldening of text is: PRESS:

Ve IAA32 |, TYPE: B and then type in the text you
want emboldened. PRESS: LWUWISEYo{e]s]4 424 and TYPE: B.

Once you are familiar with the options offered by the menus, you
will find it a lot quicker to just type in the codes for such functions
as underlining, centring and emboldening text.

Please input the following exercise.

Lesson.@3A

PERSONAL BUSINESS LETTERS

When typing personal business letters you must remember to type
your address and telephone number at the top. Your address can
appear on the right hand side or, in the fully blocked style, on the
left.

Whether you are typing a business letter or a personal business
letter do remember that if you commence with the formal “Dear
Sir or Madam™ then you must finish your letter with the words
“Yours faithfully”.

However, if you commence your letter by addressing the person
by name, i.e., “Dear Mr Smith” then you must end your letter

with the words “Yours sincerely”.

End of text.

Please make the following revisions to your text.
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PERSONAL BUSINESS LETTERS
A business letrer would be printed on headed stationery ;however,
[When typing personal business letters you molg\ter&reprember to type
o

your Laddress and telephone number at the top£ Your address can
appear on the right hand side or, in the fully blocked style, on the
left.

Whether you are typing a business letter or a personal business
Py salukationie

letter do remember that if you commence with the formal [‘Dear
Sir or Madam” then you must finish your letter with the words

“Yours faithfully”.
mmnon
However, if you commence your letter by addressing the person

by name, ie., “Dear Mr Smith” then you must end your letter
with the words “Yours sincerely”.

End of text.

3.10 ltalics

When you have made the above amendments to your text, you
might like to try italicising words. To give special emphasis to cer-
tain words, Locoscript offers italics. | would like you to italicise
the word ‘must’ which occurs twice in paragraph one. To do this,

> Move your cursor to the ‘m’ of ‘must’.

> PRESS: [ . On screen will appear the Style Menu.

> Move the highlight bar to ‘ltalics’.

> PRESS:

> PRESS:

> Move your cursor to the space after the ‘t’ of ‘must’.

> PRESS: [

> Move highlight bar to ‘Italics.

> PRESS:

> PRESS : EYIEA

Like the bold command, the italic command will not be shown on
your screen. |t is a command to the printer but if you have the
‘codes showing’ option (function key[ll) with a tick against it,
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you will see the codes (+Italic) and (-Italic) at either end of the
word ‘must’.

Note: |f you do not want to work through the menu system in
order to use this function, the code to italicise is ‘I’ and you would
use it as follows. Place cursor on first word to be in italics, PRESS:

, TYPE: I and word/s to be italicised, then

PRESS: IWIINVEXHeDIAAAE and TYPE: L

Would you please print out a copy of this exercise — notice the
italics on printing.

3.11 Consolidation
Create a new document called LESSON.@3B.

It is possible to use a combination of special effects, e.g. underline,
embolden, italics and centre to give emphasis to text.

In this document centre each line and use the embolden, underline
and italic commands where indicated.

Note: Use your copy command to copy the decorative line,
*000* % * x x **000*, which occurs in the menu. To do this,

> Move cursor to beginning of the line you want to copy, i.e., *

> PRESS:

> Move cursor to end of line you want to copy, i.e., *

> PRESS:

> TYPE: 0

> Move cursor to the place you want the copy of the line to
appear at.

> PRESS:

> TYPE: 0

> PRESS:

Carry out the sequence PRESS: [IXId , TYPE: 0, PRESS:
RETURN at each place you want the decorative line to be
copied to.
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WHOLEFOOD VEGETARIAN RESTAURANT

*000%kkkk%kk000%

TODAY’S MENU

*000*k%kk%kkKk000%

SPINACH AND LENTIL SOUP

RED BEAN MOUSSAKA
or
LENTIL AND TOMATO PIE
Served with

AVOCADO SALAD
or

CARROT AND ALFALFA SALAD

FRESH FRUIT SALAD

*000% #k k%% %k 000%
£2.65 PER PERSON INCLUDING COFFEE < [talics

* 000k *k%kk%kk000%

End of text.
Print out a copy of your menu.

Create a document called LESSON.B3C and when you are in
Editing Text Screen input the following using your centre, em-
bolden, underscore and italic commands to best effect.

MARIA’S SPECIAL LUNCH MENU «— ltalics

SOUP OF THE DAY
or
CHOICE OF FRUIT JUICES

SPAGHETTI BOLOGNAISE

or
NAPOLETANA TAGLIATELLE VERDI
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FRESH FRUIT SALAD AND ICE CREAM
CAPACCINO OR EXPRESSO COFFEE

£3.25 PER PERSON &— lralic

End of text.

Before printing out this menu, you might like to change the type
width or pitch using your Style Menu, 1.

Create a new document called LESSON.@3D and input the follow-
ing, deciding where you think emboldening, centring, underlining
or italics could be used to the best effect and take advantage of
the different pitch sizes and widths for added emphasis.

SHERFIELD NURSERY
FOLLY LANE, SHERFIELD

OFFERS A WIDE RANGE OF PLANTS FOR YOUR GARDEN,
IN PARTICULAR —

ROSES

SHRUBS

CONIFERS

SOFT FRUIT TREES
BEDDING PLANTS

AND

SEEDS
PEATS
COMPOSTS

OPEN 7 DAYS A WEEK
FROM 9 am - 6 pm

End of text.
Print out a copy of this document.

Create a new document called LESSON.A3E and input the follow-
ing advertisement. Display it as effectively as possible by using
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upper and lower case characters, dividing lines at the most appro-
priate point and using your change of pitch, change of width,
centre, embolden and underline commands.

Office Junior required for our busy office in the town centre.
Excellent prospects. Typing 35 wpm. Opportunity to learn word
processing. If you are hardworking and are career minded then
apply without delay to Mrs M White, Professional Estate Agents,
The Square, Dover.

End of text.
Save and print out a copy of this advertisement.

Create a new document called LESSON.@3F and input the follow-
ing — displaying it as effectively as possible but also incorporating
the change of pitch where indicated.

MAY DAY FAYRE <—!0 pich,devble width
TO BE HELD AT
LONG GROVE PRIMARY SCHOOL
MAY DAY, MONDAY 1 MAY
AT
2 PM
May Pole, Folk Singers, Folk Dancing
Stalls, Tombola, Raffle
ENTRANCE 50p Adults
25p Children
ALL PROCEEDS TO THE PARENT TEACHER ASSOCIATION <7 pitch

End of text.
Print this notice out.
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Section 4

Create a new document called LESSON.@@4. When you are in
Editing Text Screen | would like you to input a command so that
on printing, this exercise will be printed out in double line spacing.

4.1 Double line spacing
> PRESS: [@

The Line Layout Menu should now appear on your screen.
> Move the highlight bar down to ‘LINE SPACING ??’

> TYPE: 2

> PRESS: [E\IIS:

To avoid using the Lines Menu, you might like to make a note of
the following code sequence you can input for changing the line
spacing.

> Move cursor to point where you want the change of line spacing
to commence.

> PRESS: [JNVSISe]] (34

> TYPE: LS2 — a small menu will appear.

> PRESS: to confirm that you want to change your line
spacing.

You can change to 1% line spacing, dcuble line spacing, triple line
spacing, etc, by just typing in the appropriate number. Remember
though to input the code in order to return to single line spacing

at the end of the text, i.e., PRESS: [JNVEIe]?JA424 , TYPE:
LS1, PRESS: [\MiSA .

4.2

Now input the following exercise.
Lesson.@@4

WHAT IS HARDWARE

Hardware refers to such equipment as the Central Processing Unit
(CPU) or the brain of the computer; the Visual Display Unit (VDU)
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or the screen on which the text you have input appears; the
keyboard; the disk drive and the printer. The keyboard has the
usual QWERTY layout for inputting text and commands; the disk
drive houses your disks and the printer is the unit which prints out
the finished document known as the hard copy.

Printers use either continuous stationery or individual sheets of
paper. Depending on the type of printer, paper can be fed into the
printer via a tractor feed system for continuous stationery or a
hopper feed system for printers using sheets of paper.

End of text.
Would you please now make the following revisions to your text.

Embdden and itglicise words

—— WHAT IS HARDWARE ™ in poves,eq,
Ye [Hardware refers to such equipment as the (Central Processing Unit)
(CPU) or the brain of the computer; the[Visual Display Unit{(VDU)
or the screen on which the text you have input appears; the
[keyboard; the (disk drive]and the (printen E’he keyboard has the
usual QWERTY layout for inputting text and commands; the disk
drive houses your disks and the printer is the unit which prints out

. the finished document known as the hard copy.

" CPrinters use either [continuous stationery) or individual sheets of
paper. Depending on the type of printer, paper can be fed into the
printer via a[fractor feed|system for continuous stationery or a
system for printers using sheets of paper.

End of text.
Make a hard copy of your amended document.

4.3 Background printing

You do not have to wait until one document has been printed
before commencing another. Whilst LESSON.@@4 is printing,
create a new document called, LESSON.@4B and commence

section 4.4.
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4.4 Layout option

Create a new document called LESSON.@4B and when you are
in Editing Text Screen,

> PRESS: opt for ‘Brand New Layout’

> PRESS:

> Change the pitch to 10, the line spacing to 1% (type in 1% next
to line spacing, then PRESS: ENIES ),

> Change the print style to Italics for the whole document (place

a tick next to Italics by using the [IRVEISeDIAAE ).
> Justify the right hand margin (tick next to Justify),

> Set margins of 20 and 65.
> PRESS: 1241

Input the following exercise.

Lesson.p4B

PRINTERS

Dot matrix printers form the characters by dots. Dot matrix
characters are printed out at approx 100 characters per second.
DAISY WHEEL are impact printers and give a high quality finish
but are extremely noisy. The daisy wheel type characters are
arranged in a petal formation — thus the name “Daisy Wheel”.
They print out at approximately 50-60 cps. INK JET PRINTERS
spray the ink on to the paper. The ink jet printer gives a high
quality print finish and prints out at approximately 70-100 cps.
The LASER PRINTER is relatively new to the market, it is quieter
than the daisy wheel, giving an extremely high quality print and
literally printing a whole page of text at a time.

End of text.

Would you please now amend your text as follows and print it
out in double line spacing.
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PRINTERS <— centre and embaden

vfc Dot matrix printers form the ch‘ggcsers by dots. Dot matrlx
characters are prmNted out at approxLlOO characters per second[
NP [DAISY WHEELlare impact printers and give a high quality finish
but are extremely noisy. The daisy wheel type characters are
arranged in a petal formation — thus the name ‘““Daisy Wheel”.
They print out at approximately 50-60 cps%}INK JET PRINTERS nN/P
spray the ink on to the paper. The ink jet printer gives a high
quality print finish and prmts out at approximately 70—100 cps.
NP [jllhe LASER PRlNTERL;s relatlvely new to the market, *t—ls quleter
9 than the daisy wheel, gwmg an extremely high quality print and
9 literally printing a whole page of text at a time.
End of text.
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Sectionb

Letters

Move your group cursor to ‘LETTERS’ and create a new document
called LETTER.@01. If you are using a formatted Data Disk, place
your group cursor on a new group — one which you should keep
just for personal letters.

When you are in Editing Text Screen notice the template ready for
you to complete with the details of your address, date, addressee
and salutation line.

You can either just insert your address and the date or you might
prefer to make your own template so that each time you use this
group your own address appears.

5.1 Changing the letter template

> If you are in Editing Text Screen, abandon the document,
LETTER.@G@1, and return to Disk Management Screen.

> With the group cursor on ‘LETTERS’, move the file cursor to
‘TEMPLATE.STD'.

> TYPE: E

> PRESS:

The following instructions are for setting up a template with a
pitch of 10, with justification on, and margins of 10 and 80.

> |n Editing Text Screen, opt for the Layout function, i.e.,
PRESS: and with the highlight bar on ‘Brand New Layout’
> PRESS:

> Change the pitch to 10 and place a tick next to ‘Justification’.
> Move your cursor down and set margins of 10 and 80.

> PRESS:

You will need to delete any text after the Layout Sign on your
screen, either using the key or key.

Now decide where you want your address and phone number to
appear and whether you would like them to be emboldened. Your
address can be displayed in one of the following three ways:
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e Fully blocked style, i.e. all lines commencing at the left margin.

e Centred style, i.e. each line of your address centred.

e Right justified style, i.e. each line of the address ending flush
with the right hand margin.

When you have cleared the screen, type in your own address and

phone number. If you opt for Right justified style, and would also

like your address emboldened, carry out the following:

> PRESS:

> TYPE: B

> PRESS:

> Move highlight bar to ‘Right Justify Line’

> PRESS:

If you have the codes showing, you will then see (RJUST) on your
screen. Type in the first line of your address.

> PRESS: [LGIRAMYRIM - the first line will be justified with the
right hand margin.

Note: Instead of using the Lines Option, [3.to insert the code for
right hand justification, try just inserting the appropriate code into
your text for the next line of your address.

> PRESS: [HEVEXoe]n] (3§
> TYPE: RJ
> TYPE: Second line of your address

> PRESS: LY\

Use this sequence for justifying the remainder of your address.
When you have finished inputting your address and phone number,
end emboldening.

> PRESS: WUNIVEYeels] 3 (34

> TYPE: B
When you are happy with your new personal address template,

> PRESS: [l and with your cursor on ‘Finish Editing’
> PRESS: [H\VIH:

Your own personal address template has now been saved for
future use.
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5.2 Personal business letter

In Disk Management Screen, with your group cursor on
‘LETTERS’, create the document: LETTER.G@1. When you are
in Editing Text Screen, notice your address and phone number

now appear as the template for this group.
Move your cursor down so that the date will be about two lines

below your address and input the following letter.

Date for today

Kettle & Napper
Insurance Brokers
10 Grove Road
NORFOLK

NR2 4RT

Dear Mr Napper
RE: HOUSEHOLD CONTENTS POLICY NO. 972/R/Y7864

Thank you for my renewal notice concerning my Household

Insurance Policy.

Would you please add to the list of contents, one Amstrad
Computer PCW8256 which includes Keyboard, VDU, Printer and
Disks. Replacement value approximately .2460.00. I am not sure if
my television is covered by the general household effects section
or should be insured as a separate item? I would be very grateful

if you could let me know.

I look forward to hearing further from you.

Y ours sincerely

Lynne Shaw

End of text.
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Make the following alterations to your letter.

Date for today

Mr C Nappef
,( Kettle & Napper

Insurance Brokers
10 Grove Road
NORFOLK

NR2 4RT

Dear Mr Napper
RE: HOUSEHOLD CONTENTS POLICY NO. 972/R/Y 7864

Thank you for my renewal notice concerning my Household
Insurance Policy.

Would you please add to the list of contents, one Amstrad
Computer PCW8256 which includes Keyboard, VDU, Printer and

Disks. Replacement value approximately £460.00.[I_ am not sure if N/P
my television is covered by the general household effects section

or should be insured as a separate item? Rwould-bexery-gratefnl
if\yon coukdNetmeknow, Covld you look into this for me?

I look forward to hearing further from you.

Y ours sincerely

Lynne Shaw

End of text.

Save this edited version and then print two copies out following
the instructions in 5.3.
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5.3 Reprinting a document
As soon as the printer has finished printing the document,

> PRESS: and opt for ‘Reprint document’, [&.
You will see an instruction to insert another piece of paper. When
you have done this,

> PRESS: 2411

5.4

Create a new document in the Letters Group called LETTER.0@2
and input the following.

LETTER.6¢2

Date the letter for today

The Manager
Trust Bank
High Street
SURBITON
KT18 7BV

Dear Sir or Madam

RE CURRENT ACCOUNT No. 713900720

I wish to pay my rates of £30.00 per month by Standing Order to
Deane Council, and 1 am enclosing the appropriate form from

them.
Cancerming my corrent account,

[l would be grateful if you could arrange to send me a bank
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statement at the end of each month — instead of at the end of
each quarter — with effect from the last day of this month.

Y ours faithfully
M CIliff

Enc

End of text.

Print a copy of this letter.

5.5 Personal letter

Create a new document called LETTER.J@3. A personal letter has
your address, telephone number and the date. You then commence
with the salutation. Input the following personal letter.

12 April 19 ..
Dear Jo

It was really good to receive your letter and hear your news.

Every thing has been rather quiet here since Christmas — except I
bought the Amstrad word processor which we were both looking
at back in January. As you know it offers so many different word
processing functions and although I've only just covered the
elementary features I've already learnt the text editing functions
of cut and paste and cut and copy. I've also learnt how to enhance
the layout of my letters and essays by using the codes to underline,
bold, centre and print out initalics. It’s very easy to change
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margins, indent text and print out in double line spacing and with

various sized type!

I know you’ll find this interesting;

this is an example of 10 pitch;

this is an example of 12 pitch; Please use

ikch
this is an example of 15 pitch; . P ' ‘
indi (arecl
this is an example of 17 pitch;

and this is an example of 10 pitch double width!

Pretty impressive! Look forward to seeing you when you are back
in the country next month — by then I should have mastered some

of the more advanced features!

Kind regards

Rosie

End of text.
Print out a copy of this exercise.

5.6 Business letters

In this exercise you are going to type up a fully blocked letter
with open punctuation.

In business, the firm would print their letters out on their headed
stationery. Therefore, when your letter template appears on screen
— delete your address and just input the reference, date and
addressee for each exercise.

Create a document in Letters Group called LETTER.@g4. Delete
your personal address heading by using the key. Input the
following:
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LETTER.0¢4
Our Ref AR/123
1July 19..

Mr J J King

Kings Garden Centre
TAUNTON
Somerset TB1 2EW

Dear Sir

Thank you for your letter of 17 June concerning your Order
Number 2457 for 20 hedge trimmers. I am pleased to be able to
inform you that we have today sent these to you and they should
be at your Garden Centre by Friday of next week.

I am enclosing our new catalogue as requested.

Y ours faithfully

ANGUS REED
SALES

Enc

End of text.

Proof read your letter, edit it as directed on the next page and
print out a copy.
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Our Ref AR/123
1July 19. .

MrJ J King

Kings Garden Centre
TAUNTON
Somerset TN1 2EW

Dear Sir

Thank you for your letter of 17 June concernmg your Order
and 30 ‘areenfFinger Grow 8ags

s Number 24l§ﬁ\ for 20 hedge trlmmers( (T am pleased to be able to /P
inform you that we have today sent these to you and they should

be at your Garden Centre by Friday of next week.
run ’f————/‘—’—/_,,—’)
on T am enclosing our new catalogue as requested.
Yours faithfully

)ANGUS REED) embdden

u/L SALES

Enc
End of text.

Create a new document called LETTER.@@5, set margins of 10
and 65 and have justification ‘on’. Input the following:

LETTER.005

REF/AR/929
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2 July 19..

Mr Peter Nador
Ridge Way Nursery
BLACKALLS
Lancs BK24 19QP

Dear Mr Nador

Just to confirm our telephone conversation of today concerning
your order for 50 of our Grow Bags.

Many thanks for your comments regarding these bags — I am
pleased that they are selling so well.

The grow bags have been despatched to you today and they
should be at your nursery by Friday of next week.

Y ours sincerely

ANGUS REED
SALES

End of text
Please edit your letter as suggested.

REF/AR/929

2 July 19..

Mr Peter Nador
Ridge Way Nursery
BLACKALLS
Lancs BK24 19QP

63



Dear Mr Nador

Just to confirm ourqtele honre; conversation of today concerning
‘Green Finge
your order for 50 of our/Grow Bags.

Many thanks for your comments regarding these bags — I am
pleased that they are selling so well.

The grow bags have been despatched to you today and they
should be at your nursery by Friday of next week.

Kind regacd S
Y ours sincerely

(ANGUS REED) bdd

sl SALES

End of text.
Save and print out this amended text.

5.7 Envelopes

Print out envelopes for LETTER.@@4 and LETTER.0@5. To do
this you can use one of the especially useful features of Loco-
script — the ability to move into ‘Typewriter Mode’ or ‘Direct
Printing’.

When you are at Disk Management Screen, place an envelope in

your printer — as you would if you were using a typewriter. |f the
word ‘printer’ is flashing on the left of your screen, PR ESS: 2411 .

5.8 Changing the offset

You now need to change the ‘Offset’ so that the lines of the
address will be printed on the envelope at about one-third of the
way across it. To change the ‘Offset’, make sure you are in Disk
Management Screen and then:
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> PRESS:
Notice the change of use of the function keys, and now:

> PRESS:

Drive A: LOCO ; ' not fitted [Drive M: i

134k used 3%k free : f 2k used 100k free 2 files
LETTERS 95k 1! Feed one line ! TTERS op 4§ 9k
S R Feed to tor of forn W & Zoms &

'”ﬂm;e bt Set top of form ! CONT ik growp b Ok

L 3| “ — TEMPLATE Ok  arowp 7 0k
TTERS 7 fil P Uilset size: . PLATE 9 files|M:LETTERS 1 files
limbo files [ o limho files @ limbo files

TENPLATE.STD 1k

I=r=

T
PHO
PHO
PHO
PHO

=233
OO

b b b b

eI o Ta o

SOO =

222
OO =t
e S

- oo o !
—
TRRRRR

Photo 21 shows the Offset Menu.
Move the highlight bar down to ‘Offset’ and

> TYPE: 25

> PRESS: twice
> PRESS: [241)

5.9 Direct printing
> TYPE: D

As you have now opted for Direct Printing, a menu will ask you to
confirm that you want Direct Printing.

> PRESS: [E\LIF:
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You will then see a blank screen.

> type in the first line of the address, i.e., TYPE: MrJ J King —
correct any typographical errors using the EYlel - —DEL |
keys.

> PRESS: RIAMSEl and the first line of the address will be
printed on the envelope.

Now type the rest of the address as follows:

> TYPE: Kings Garden Centre
> PRESS:

> TYPE: TAUNTON

> PRESS:

> TYPE: Somerset TN1 2EW
> PRESS:

Remove envelope. Insert another envelope and print the address
for LETTER.G@5 i.e.,

Mr Peter Nador

Ridge Way Nursery

BLACKALLS

Lancs BK24 19QP

To move out of Direct Printing,

> PRESS: [24{18 and to confirm that you have finished Direct
Printing

> PRESS: [S\HIS3

Direct Printing is not only useful for printing envelopes, but also
for completing forms or if you should just want to use your com-
puter as a typewriter and not save your work to disk.

Note: You must now return the ‘Offset’ setting to 0.

> PRESS:

> PRESS:

Move highlight bar to ‘Offset’.

> PRESS: LWWSEYee]s] 4 (3]

> PRESS: [ANIE:
> PRESS: [2411
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Section 6

Disk management

Having completed the elementary section of this course, you
might now like to carry out some file management — or ‘tidying
up’ of the files.

You have probably been saving your files on to your Start-of-Day
Disk. However, not very much space will now be left on this disk.
To create more space you can:

e move files to another disk, or
e delete files you no longer want.

6.1 Formatting a blank disk

In order to move files to another disk you must first have bought a
blank disk and formatted this blank disk so that it becomes your
Data Disk.

When you buy a disk it is totally blank and it is necessary for it to
be formatted so that it can be used with your Amstrad computer.
If you do not format the disk, you will not be able to save anything
on to it. All disks have to be formatted to the pattern of the parti-
cular computer with which they are going to be used. Formatting
a disk can be compared with laying down tracks on to a record.

Having formatted your disk, it becomes your Data Disk and you
can save documents on it in the same way as you saved them on to
your Start-of-Day Disk. You can also format an old disk if you

want to clear it of everything that has been saved on it.
The procedure to format a disk is as follows:

1 Switch on computer.
2 Place system disk (i.e., side 2) in disk drive.
3 AtA>

TYPE: DISCKIT
PRESS: [H=M®]:\
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CP/M Plus fmstrad Consumer Electronics ple
v 1.4, 61K TPA, 1 disc drive, 112K drive M;
#)DISCKITH

Drive is #:

Photo 22 shows the screen with A)and DISCKIT typed in.

The options for copy, format, verify and exit appear on your
screen.
Remove the system disk if you have not already done so.
5 Insert your blank disk to be formatted — with side A to the
left.
6 PRESS: [E] to format disk.
7 You will then be asked to confirm that you want to format
the disk.
8 Make sure you have put in the disk you want formatted, then
TYPE: Y
9 You will then see on the left of the screen the formatting of
@-40 tracks being completed.
10 When completed you will be asked to remove the disk so —
remove the disk!
11 Press any key and you will then be asked whether you want
to format another disk.
12 Insert side B of your blank disk, i.e., side B pointing to the

H
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Msg KIT v 1.0
s PCNB256 & CP/M Plus 3

& 1385 Anstrad Consumer Electronics plc and Locomotive Software Ltd.
One drive found

Exit from program @

Photo 23 shows the ‘f’ options available to you.

left of your single disk drive.

13 TYPE: Y
The 40 tracks of side B of your blank disk will then be
formatted.

14 Remove disk when formatting is complete.

15 Press any key and then in answer to the screen question,
either TYPE: Y if you want to format another disk or press

any other key and your screen will return to the Options.
16 PRESS: 2411

You will then be returned to the A>

6.2 Moving afile to another disk

If continuing from the above instructions, insert your Start-of-Day
Disk and PRESS: Blslldl . 241 and [2418 all at the same
time, and this should start Locoscript for you.
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To give yourself more room on your Start-of-Cay Disk, you might
like to move some of the documents to your newly formatted data
disk as follows:

> Place your file cursor on LETTER.@01.

> PRESS: and notice the instructions along the status line.
> Move your cursor to drive M (the memory drive) Letters Group.
> PRESS:

You will be asked to confirm that you want to move document
LETTER.O@1 from Drive A to Drive M.

> PRESS:

> Remove your Start-of-Day Disk from the disk drive.

> Insert your newly formatted data disk.

> PRESS: to inform the system that there has been a change
of disk. Notice how your screen changes and shows the files pre-
sently saved on your disk. Drive M should have your document
LETTER.O@1. You must now move this into Drive A.

> Place your File Cursor on LETTER.0Q1 in Drive M.
> PRESS:
> Move your group cursor to Group 0.

> PRESS: [A\hId3]
> You will be asked to confirm that you want to move document

LETTER.901 in Drive M to Drive A. PRESS: [3\1iS3
Notice that LETTER.@@1 is now in Drive A in Group 0.

> Remove your data disk.
> Insert your Start-of-Day Disk.
> PRESS:

Note: You must remember to PRESS: every time you change
the disk in the disk drive.

You might like to continue moving some of the documents from
your Start-of-Day Disk to your data disk. Alternatively, you could
now just use your data disk to save further documents on.
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6.3 Deleting files

You may decide that you no longer want a file and you would like
to delete it. Files can be deleted (erased) at Disk Management
Screen by using 3.

You might like to delete the files held in the Sample Group on
your Start-of-Day Disk. Have a look at these files before deleting
them, just in case you do want to keep any of them. When you are
ready to delete a file,

> Place your file cursor on the file to be deleted.
> PRESS: [@

You will be asked to confirm that you want to delete this file.

> PRESS: 233 to confirm deletion.
> PRESS: to cancel deletion command.

group § Ok
b

ar o 2 BDONT group
TEMPLATE 15k ¢ 4 group 7
A:LETTERS 7 files|A:SAMPLES S files|A:CONT 1 files|A:TEMPLATE {1 files
1 limho files 3 limho files 0 limho files 2 limbo files

PHRASES '5"1:'1) %ll: ADUEK TEMPLATE . STD 1k LET2PAGE , HDP

LETTERS 97K : VER arow & Ok
LE] x ‘ ,

READ . -

TEMPLATE.STD 1k G 1K

4 hidden 86k EG
TEXT K

Photo 24 shows the delete file option in Disk Management Screen.
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Notice the other disk management options offered to you; will
make a copy of a file; is used if you want to rename a file or
group.

6.4 Care of disks

To avoid damage to your disks observe the following:

e Disks should not be placed near a magnet or magnetised equip-
ment. e.g. telephone or television.

e Disks should not be placed in direct sunlight — that includes
leaving disks in a car in warm weather.

e Never insert paper clips or similar objects into your disk.

e Always keep your disks in the plastic box to avoid them becom-
ing dusty or dirty.

e Do not open the shutter and touch the disk surface.

e Store disks at temperatures not lower than 5°C and not higher
than 51°C.

e Make copies of important files on to another disk in case you
accidentally erase or edit an important file.

e To stop accidental erasure or editing of files on an important
disk, you can make your disk ‘read’ only, i.e. nothing else can be
saved on the disk. To do this push down the ‘write’ protect tab
which is above the letter ‘A’ or ‘B’ on your disk.

6.5 End of elementary section

You have now completed the elementary section. This beginner’s
introduction may be as much as you want, or need, to know.
Appendix 1 lists the codes used in this book. These are the
functions you have covered in the elementary section:

Background printing  Cut and paste Inputting text
Centring Deleting : Inserting

Changing line spacing  Disk copying Italicising
Changing margins Disk formatting Printing

Changing pitch Direct printing Saving

Creating a document  Editing a document Start-up procedure
Cursor control Emboldening Underlining

Cut and copy Indenting
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Intermediate section

Section 7

Tabulating (setting columns)
Create a document called TABS.9@1

If you are using your Start-of-Day Disk you will see arrows on
your ruler line — these are your tab settings. If you are using your
data disk you probably will not have any pre-set tabs showing.

You have already used the key in the elementary section to
indent your paragraphs. For column work you will need to reset
the tabs across the ruler.

7.1 Clearing and setting tabs
You need to alter the layout for this.

> PRESS:

> Select ‘Brand New Layout’

> PRESS:

> Set your left margin at 19. Then move the cursor along the ruler

line and delete any tab stops by using the LIIWISSYe{e]s]Z (] .

When you have cleared all the tab stops, set new tab stops at 34
and 56 — notice from the status line that function key, [€, setsa
tab stop. To set tab stops carry out the following steps:

> Move your cursor along the ruler line to 34.

> PRESS:
> Move your cursor along the ruler line to 56.

> PRESS:

You have now set two tabs. To return to Editing Text Screen,
PRESS: [241)
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Tabulation exercise 1
Please input the following exercise. Remember columns are typed
across the page. Follow the instructions below.

> TYPE: SOME COMMONLY MIS-SPELT WORDS
> PRESS: =8 twice

> TYPE: accommodation
> PRESS:

> TYPE: unnecessary
» PRESS:

> TYPE: inconvenience

> PRESS: [V

> TYPE: business
> PRESS:

> TYPE: secretary
> PRESS:

> TYPE: committee
> PRESS: =8\

> TYPE: correspondence
> PRESS:

> TYPE: independent
> PRESS:

> TYPE: instalment
> PRESS: IR twice

Your text should look like this:

SOME COMMONLY MIS-SPELT WORDS

accommodation unnecessary inconvenience
business secretary committee
correspondence independent instalment
End of text.

You do not have to exit from this document, unless you want to.
Instead PRESS: [IAKVIZIY] three times after the first tabulation
exercise and just continue with the next exercise as follows:
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> PRESS:

Clear the previous tab settings and set new tab settings at 3@ and
51. Input tabulation exercise 2.

Tabulation exercise 2

MORE COMMONLY MIS-SPELT WORDS

profession separate liaison

occur occurred occurrence
recur recurred recurrence
maintain maintenance miscellaneous
End of text.

Print out your tabulation exercises.

7.2 Decimal tab stops

Decimal tab stops are used for inputting sums of money. Create a
new document called TABS.302.

At Editing Text Screen, clear all the tab stops along your ruler and
make sure your left margin is set at 10. As you will see from the
status line, decimal tabs are set with [fJ . Set decimal tabs at 15,
32 and 48 . Notice the asterisks which mark where decimal tabs
are set.

Input the following exercise, but please note that the first column
does not commence at the left margin — so remember to PRESS:

:
Tabulation exercise 3
506.20 12.19 20.45
1.50 500.67 402.90
1607.06 6.27 12.19
End of text.

Notice how the figures have been aligned for you. Obviously the
use of columns, using tabs or decimal tabs, is particularly useful
in letters, quotations, invoices, price lists, etc.
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Print out a copy of this exercise and whilst it is printing, open a
new document, in your Letters Group, called LETTE R.006.

In Editing Text Screen, clear all tab stops and then set new tab
stops at 15 and 3@ and a decimal tab at 47. Delete your address
and then input the following letter — PRESS: for the

columns.

Ref AR/867
26 Aprii 19 . .

Mrs T Gardener
19 Horsefell Road
BRISTOL

BS6 9PG

Dear Madam

Thank you for your recent enquiry. I would confirm that prices

for the goods are as follows:

NUMBER DETAILS £

88742 Planter 7.99
88746 Hose 8.50
88747 Shears 13.95

We look forward to receiving your order.

Y ours faithfully,

ANGUS REED
SALES

End of text.
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7.3 Right margin justification

It is sometimes necessary to type text so that one column finishes
flush with the right hand margin. To do this use the Right Justifi-
cation command. You do not have to use the Line Layout Menu,
you can just insert the code, RJ, in your text at the appropriate
point. For example, in the exercise that follows, in order to have
the word TEMPERATURE ending flush with the right hand
margin, you would need to do the following:

> TYPE: COUNTRY

> PRESS: [JNVEIoep] (34

> TYPE: RJ
> TYPE: TEMPERATURE
> PRESS: LRISKSI\

Create a new document called LESSON.@07 and input the follow-
ing exercise. Centre the first two lines and using the RJ command
ensure that the right hand column ends flush with the right hand
margin.

WORLD TEMPERATURES
14 DECEMBER

COUNTRY TEMPERATURE

C
ATHENS 14
AUCKLAND 20
BARBADOS 28
BOMBAY 25
BRUSSELS 3
HONG KONG 13
LONDON 10
MADRID 3
NEW YORK 7
SINGAPORE 30
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End of text.
Print out a copy of this table

Consolidation exercise

Create a new document called EXCHANGE. Justify the right hand
margin using the RJ code and centre the first 3 lines using the C
code.

STERLING RATES
at
14 DECEMBER

COUNTRY RATE
AUSTRALIA 2.09
CANADA 2.00
FRANCE 11.05
GERMANY 3.61
HONG KONG 11.18
ITALY 2464.00
JAPAN 290.68
NETHERLANDS 4.07
SPAIN 225.08
USA 1.44
End of text.

Save and print out a copy of this table.
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Section 8

Forms

This section deals with various forms including invoices, memor-
anda and curriculum vitae.

8.1 Invoices

If a business has to send out a lot of invoices, an Invoice Template
can be created in much the same way as your Letter Heading Tem-
plate was created for the letters group.

Select a new Group and create the document, TEMPLATE.STD.

When you are in Editing Text Screen, if you find that your letter
template is displayed, delete it either with the PIIRmEakey or the
key. Now opt for the Layout Function, , and set mar-
gins of 10 and 80, clear all tab stops and set new tab stops at 18,
39 and 58. Set decimal tab stops at 42 and 62. Then input the

following:
SALES INVOICE

PHOTO CENTRE
3 LITTLE HAMPTON STREET
LONDON WAI1C 1GD

01-123-00792
VAT NO. 92 175Y

SOLD TO:

DATE/TAX POINT
INVOICE NO:
TERMS: NET 30 DAYS

QTY DESCRIPTION UNIT COST AMOUNT

End of text.
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Please save this invoice template. When you are in Disk Manage-
ment Screen, place your group cursor on your Invoice Group and
create a new document called INVOICE.@@1.

Infill your ‘skeleton’ invoice form with the details below. Note:
when moving your cursor around your form, use the key as
well as your cursor arrow keys — but not your [ISISIZIN key.

INVOICE.001

SOLD TO: NORTH HANTS COLLEGE
LINK WAY
BASINGSTOKE
RG21 1XP

DATE: Type in today’s date

INVOICE NO: E1138

QTY: 10

DESCRIPTION: 35 MM NEG SHEETS

Note: When infilling the sums of money remember that you
PRESS: to reach the UNIT COST column and then PRESS:
again to reach the decimal tab, in order to type in the sum
of money. The same principle applies to the AMOUNT column.
PRESS: to reach AMOUNT and then PRESS: to
reach the decimal tab stop, then type in the amount.

UNIT COST: _ 2.00

AMOUNT: 20.00

QTY: 6
DESCRIPTION: PLASTIC TONGS
UNIT COST: 2.50

AMOUNT: 15.00
DESCRIPTION: INVOICE TOTAL
AMOUNT: 35.00

End of text.
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Print a copy of this invoice out and type up an envelope for it,

using the Direct Printing function.

Create a new document called INVOICE.@@2 and input the follow-

ing details.

INVOICE.002

SOLD TO:

DATE:
INVOICE NO:

QTY:
DESCRIPTION:
UNIT COST:
AMOUNT:
QTY:
DESCRIPTION:
UNIT COST:
AMOUNT:
QTY:
DESCRIPTION:
UNIT COST:
AMOUNT:

End of text.

Print out a copy of this invoice.

QUEEN MARY’S SCHOOL
BARTON WAY
BRIGHTON

BN7 3ER

Type in today’s date
576YU

5 BOTTLES

DEVELOPING FIXER
6.00

30.00

10

PLASTIC TONGS
2.50

22.50

20

NEG SHEETS
2.00

40.00
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8.2 Creating a standard memo form

You do not have to create a new template for a standard form.
You can create the form, save it and then use the ‘Insert Text’
function every time you need to use that particular form. In this
example you are going to create a standard memo form.

Create a document called MEMO.Q0@. Set margins of 15 and 65.
Input the following skeleton memo form:

MEMORANDUM

TO:
FROM:
REF:
DATE:

SUBJECT:

End of text.
Now save this skeleton memo form.

Note: As an alternative you could use the Locoscript memo file
which is on your Start-of-Day Disk, although this is not in the
fully blocked style.

8.3 Inserting a file
When you are in Disk Management Screen, move your group cursor
to Cont Group and create a new document called MEMO.001.

You are now going to insert the blank memo form, called
MEMO.000 into your new file.

> Make sure your cursor is on a clear line, and opt for the Modes
Function, i.e., PRESS:
> Move the highlight bar down to ‘Insert Text'.

> PRESS: [\ i3
On screen will appear your directory of files.

> Move your file cursor to MEMO.000.
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> PRESS: 1IE\:

You will then be asked to confirm that you want to insert the file
MEMO.000 into your document.

> PRESS: 1A\I3i

You will then be returned to Editing Text Screen and the template
for the skeleton memo form will be there.

Infill your memo with the following details:

MEMORANDUM

TO: JOHN JACOBS, PERSONNEL OFFICE
FROM: PAULA SMITH, ACCOUNTS

REF: PJ/LS

DATE: 19 OCTOBER 19..

SUBJECT: TEMPORARY RELIEF STAFF

Further to our recent telephone conversation, would you please
advertise the temporary Relief Clerk positions — in the Accounts
Department — as soon as possible.

End of text.
Print out a copy of this memo.

MEMO.002
Create a new document called MEMO.002. Insert your skeleton
memo form into the file and then infill with the following details:

MEMORANDUM

TO: TONY HITCHIN, DISPLAY
FROM: PHILIP STACY, SALES
COPY; MS NIELSON, MANAGER
REF: PS/9XL

DATE: 2 September 19 . .
SUBJECT: CHRISTMAS STORE DECORATIONS
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Thank you for your memo. I do like your ideas for the Christmas
store decorations and activities — particularly your suggestion
regarding some members of staff dressing-up as characters out of
“Peter Pan™.

I will shortly post a notice inviting staff to volunteer for the major

characters of Peter Pan, Captain Hook, Wendy and Tinkerbell.|E will
be interesting to See how enis 1dea goes down with the sratt |

End of text.

8.4 Superscript and subscript

Create a new document called MEMO.DP@3. Insert your skeleton
memo form into the file.

In these exercises you will be using the superscript and subscript
special characters, i.e., as in 9°C and H, 0. There are two ways of
inputting the codes for superscript and subscript, either by using
the Style Menu, or by inserting codes. Here is an example of how
to insert the code for 11°C (superscript) using the Style Menu.

= TYPE: 1]
> PRESS: [}
> Make sure your highlight bar is on "Half Height'.

SR =N PLUS CODE KEY

You are then shown a sub-menu where you select superscript or
subscript. In this example, you would make sure the ‘tick’ was

next to ‘Superscript’ and

> PRESS:

&= TYPE: ©

> PRESS: 3

> Make sure the highlight bar is on ‘Half Height'.

> PRESS: QUNISSIeel] 43¢
> PRESS: [HNISL
» TYPE: €

The better alternative is to insert the code sequence for superscript
which is SR, directly into your text, i.e. in order to type 9°C you
would,
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> TYPE: D

> PRESS: [JRVEee]s]4 434

> TYPE: SR
> TYPE: o

> PRESS: WINISEY«els] 3 43}

> TYPE: C

The code sequence for subscript is SB. You would type H, O as
follows:

> TYPE: H

> PRESS: [{AVEI«es] 3 (24
> TYPE: SB
> TYPE: 2

> PRESS: [WILSEYe{e]s] 3431

> TYPE: SB
> TYPE: O
Try these commands out in the following exercises.

MEMORANDUM

TO: MAINTENANCE OFFICER

FROM: STAFFING OFFICER

REF: CD/VH

DATE: 9 January 19..

SUBJECT: LOW OFFICE TEMPERATURE

I wish to bring to your attention the very cold conditions which
staff are experiencing on the First Floor of the Hathaway Building.
Last Monday the temperature in Mrs Bigg’s office was 11°C and
this Monday it was only 9°C. As you are aware this is well below
the acceptable temperature level at which staff should work and
I would be grateful if you would look into this matter as soon as
possible. I would stress that it is usually a Monday when
temperatures are low, by Tuesday the temperature has risen to
around the 20°C mark.

End of text.
Print a copy of this memo out.
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MEMO.004
Create a new memo called MENMO.0@4. Insert your skeleton
memo into the file and then input the following text.

MEMORANDUM

TO: SALES MANAGER

FROM: PUBLICITY MANAGER

COPY: PROMOTIONS AND MARKETING MANAGER
REF: 196/SP

DATE: 20 April 19 ..
SUBJECT: MINERAL WATER

This is to confirm that the name our mineral water is to be

marketed under is: H,O.

We hope to have H, O available by the end of June and I will be
sending details to you shortly concerning the H, O advertising
campaign.

End of text.
Print out a copy of this memo.

LETTER.007
Create a new document called LETTER.@@7, and input the follow-

ing business letter which includes both superscript and subscript
characters.

Ref: PB/AK

3 May 19..

Mrs J Smythe

Charity Fund Secretary
197 Bridge Road
SURBITON

KT6 5TY

Dear Mrs Smythe
Thank you for your letter and information about the Charity
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Strawberry Fayre you are holding in July.

The Spring Water Company are only too pleased to support you
in this venture and we are happy to donate a case of our new

mineral water H, O to be used as a prize in your raffle.

I do hope the weather keeps fine for you and is as warm as it was

last July when it averaged 23°C.

With best wishes for the success of your Charity Strawberry

Fayre.

Y ours sincerely
POPPY BRAITHWAITE

PROMOTIONS AND MARKETING
End of text.

FHI0, exl, L2 EILH
Lagout 4 +P110 +LS1 +LP6 1 line 23 of 54
f2=Layout f3=Emphas M:Stle {5=Lines a1 5 —ﬂodﬂs {8=Blocks EXIT]

¢
3 Nay 1986¢
HrsJSA

?und Sﬁcretarge

BI
516 S1e
Dear Mrs Smythee

¢
Thank g for _your letter and iformation  about  the
Chartty trawberry Fayre you are holding in July.¢

The Spring Mater Coapan are onlga too pleased to support
you 1in this venture B to donate a case of
OU}I?EQ“RIHOFAI water H(‘SuB)Z( SuB)O to be used as a prize in your
raffle

U do hope the weather keeps féne for you and 15 as warm as
1t was last July when 1t averaged 23(*SupeR)o(-SupeR)C.¢

Hlth best wishes for the success of your Charity
Strawberry Fayre.¢

‘

Zours sincerelye

Photo 25 shows the letter with superscript and subscript commands.
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8.5 Curriculum vitae

As a final exercise in creating and using standard forms, you might
like to create a ‘skeleton’ curriculum vitae (CV) form. Make sure
you leave sufficient space for your details. Call this document
CVv.0o1.

NAME

ADDRESS
TELEPHONE NUMBER
DATE OF BIRTH
MARITAL STATUS

PRESENT EMPLOYMENT

PREVIOUS EMPLOYMENT

EDUCATION, QUALIFICATIONS AND TRAINING

REFEREES

OTHER INFORMATION

End of text.
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Section 9

Exchange and Find key

A nice feature of a word processor is its ability to find and ex-
change words in your text where necessary. For example, you
may have typed a letter mentioning the name ‘Smithson’ three
or four times, and then you find out that the person’s name
should have been ‘Smith’. With Locoscript you can use the
key (Exchange) to find ‘Smithson’ in the text and
automatically replace it with ‘Smith’. Locoscript can find a word
or string of words up to a maximum of 30 characters.

Note: When using the Exchange command, make sure your cursor
is at the top of your text.

9.1

Create a document called LETTER.008. Input the following
business letter using the reference JK/JS/AB, and date the letter
for today.

Mrs J Harvey

Personnel Officer
Zipp-Zapp Company
BRIGHTON

BN10 15YY

Dear Madam
Thank you for your letter requesting a reference for Miss Joanne

Smithson.

Miss Smithson has been an employee of ours for 2 years since she
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joined us at the age of 16, as an Office Junior. During her time
with us she has attended the local College, on a day-release basis,
and has been most successful in the recent series of word

processing, typing and shorthand examinations.

Miss Smithson is a very likeable person who gets on well with
colleagues and clients alike and her work is always of a high
standard. She is leaving us as she intends moving to the Brighton

area.

We have no hesitation in recommending Joanne Smithson for a
word processing position with your company and we are sure

you will find her to be an excellent employee.

Yours faithfully

J&CBROWNPCL . . —
JWICKS = ess. RETURN 5-times

PERSONNEL MANAGER

End of text.

Move your cursor to the top of your text and then change the
word ‘Smithson’ to ‘Smith’ throughout this letter. Instructions
on how to do this follow:

> PRESS: [2{#3] key (You will need to hold Eisll@l down
at the same time to get the Exchange function.)

When the Exchange Menu appears,

> TYPE: Smithson on the line next to ‘Find’

Note: You must type the word you want the system to search
for, exactly as it appears in the text, i.e. Smithson — not
SMITHSON.

> Move the highlight bar with your down cursor key to ‘Exchange’.
> TYPE: Smith
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Dear Madane

Thank ou for your letter requesting a reference for Miss
Joanne Smithson.¢

]
Miss Smithson has heen an employee of ours for 2 years
since she Joined us at the age of 16 as an Office Jumor,
8 { her time with us she has attended the  local
ollege a day release-hasis and  has  heen  most
successful xn the recent series of

word processing, typing
znd shorthand examinations.¢
Miss Smithson 1s a very likeable person who gets on well
with colleagues and clients alike and her work 15 always
of a high standrd, She 15 leaving wus as she intends
nooxng to the Brighton area.¢

He have no hesitation 1n recommending Joanne Smithson for

Photo 26 shows the Exchange Menu with Smithson and Srnith typed in.

Notice you can opt to have each occurrence of the word changed
automatically or you can opt to confirm each exchange by
PRESSING: Move the highlight bar to ‘Automatic
Exchange to End of Document’.

> PRESS: L\

Print out a copy of this letter.

9.2 Find

The [FIN key is useful for locating a particular word or phrase
in your text. You will be using the [EINIB] key in section 10.

9.3 Consolidation

Open a document called LESSON.@@9 and when you are in
Editing Text Screen, input the following:
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Locoscript allows you to find and change words in your passage.
You are given options by the system — a command to search the
whole document; one page or one paragraph — and change every
occurrence of the word or a selective search where you choose

whether to accept the change or not.

End of text.

Using your [ZA®] key, find the word ‘passage’ and exchange
it for ‘text’ each time it occurs. Find the word ‘change’ and

exchange the first occurrence of it for ‘exchange’. Find the
word ‘document’ and exchange it for “text’.

Save and print, or abandon this exercise.

Create a new document called LETTER.@@9 and input the follow-
ing business letter.

Ref: JH/WT

Date the letter for today

Ms J Smith
45 Hill Drive
NORFOLK
NR6 7LK

Dear Ms Smith
POST OF WORD PROCESSING OPERATOR

Further to your interview on (insert last Friday’s date please),
I am pleased to inform you that you have been selected for the

post of Word Processing Operator.

I am attaching two copies of your employment contract giving
full details of salary, holiday entitlement, etc.

If you wish to accept this post would you please sign both copies

of your contract, retain one for yourself and return the other one
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to me as soon as possible.

We look forward to you commencing with us on (insert here the
date for the first Monday of next month, please) and in the
meantime if you have any queries please do not hesitate to contact

me.

Your first few days with Zipp-Zapp will be an introduction
period where you will be shown round the company, introduced
to other staff members and attend our inservice Health and
Safety At Work course — which we like all our new members of
staff to attend. Even though you are already familiar with our
WP system, Mrs Shaw, our WP Supervisor, will advise you on one
or two points which are slightly different about our particular

set-up.
Y ours sincerely

J HARVEY (MRS)
PERSONNEL OFFICER
Encs

End of text.

Would you now please make the following amendments to this
letter.

Ref; JH/WT
Date the letter for today

Ms J Smith
45 Hill Drive
NORFOLK
NR6 7LK

Dear Ms Smith
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Change ‘post’ to
POST OF WORD PROCESSING OPERATOR SpemEe

Further to your interview on (insert last Friday’s date please),
I am pleased to inform you that you have been selected for the
post of Word Processing Operator.

I am attaching two copies of your employment contract giving

<] full details of salary, holiday entitlement, pte] health insorance scheme
and svperannuakion.
If you wish to accept this post would you please sign both copies

of your contract, retain one for yourself and return the other one

to me as soon as possible.

-

We look forward to you commencing with us on (insert here the
date for the first Monday of next month, please) and in the
meantime if you liave any queries please do not hesitate to contact

me.

gg:e. Your first few days with Zipp-Zapp will be an introductim
5?;%;\ period where you will be shown round the company, introduced
at to other staff members and attend our inservice Health and
® Safety At Work course — which we like all our new members of
staff to attend. Even though you are already familiar with our
WP system, Mrs Shaw, our WP Supervisor, will advise you on one
or two points which are slightly different about our particluljly

set-up.

Yours sincerely

J HARVEY (MRS)
PERSONNEL OFFICER

Encs

End of text.
Print out the amended document.
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Advanced Section
Section 10

Standard letters and infilling with
variables

This section looks at how standard letters may be typed and
saved and at how variables may be inserted in such letters.

10.1 Standard letters

Most businesses have standard letters which are sent out to clients
— perhaps calling someone for interview or letting them know an
appointment time.

The standard, or ‘matrix’ letter is input and then saved. When

it is needed, a new file is created and the standard letter is in-
serted into the document using the ‘Insert Text’ option of the

Modes Menu, i.e., :

10.2 Variables

Variables, sometimes called ‘fields’ or ‘parameters’, are the in-
formation — or data — which varies from one letter to another,
e.g., the date, name and address of the addressee and perhaps
certain details in the letter such as an appointment date and

time.

10.3 Creating a standard letter

Create a standard letter file called STDLET.001 (for Standard
letter @@1). You will use the standard letter in much the same
way as you used the memo — inserting it into a document when

required.

When you are in Editing Text Screen, delete your address — if
it is there — and input the following standard letter.
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Note: Please input the & where shown — these signs will be
very useful to you when you have to infill the letter as you will
use your [gIN[8] key to locate each & sign.

STDLET.001

Ref: &

o

An appointment has been made for you to attend the Fracture

Clinic at this hospital on &

If this appointment is not convenient would you please telephone
972359 ext 47 so that an alternative appointment can be arranged.

Y ours sincerely

Appointments Clerk

End of text.
Would you now save this standard letter.

10.4 Infilling with variables

> Create a new document called LESSON.Q10.

> When you are in Editing Text Screen, opt for the Modes
Function, , and select ‘Insert Text'.

> PRESS:
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> From the directory of files displayed on your screen, select
STDLET.001.

> PRESS:

> PRESS: again to confirm your selection.

On screen will be your standard letter.

This is where your [FINI}} key is very useful for finding each
occurrence of the & sign, which you then delete and infill with
the relevant details.

In order to infill the details:

> Move your cursor to the top of your screen.
> PRESS: [gI\s]

When the Find Menu appears, next to the word ‘Find’

>TYPE: &
> PRESS: LE\LIS:

Your cursor will then be at the first occurrence of the & next
to the word Ref.

> Delete the & sign.
> TYPE: FC1/NGG

> PRESS: [EWI¥
The & sign will still be on the Menu, so all you have to do is:

> PRESS: 1E\MIE:

> Delete the & sign.
> TYPE: 2May 19..

> PRESS:

> PRESS:

> Delete the & sign.

> TYPE: Mrs Y Simms
> PRESS:

> PRESS:

> Delete the & sign.

> TYPE: 1 Flax Road

> PRESS: [gL\s)
97



> PRESS: 1N
> Delete the & sign.
> TYPE: ALTON

> PRESS:

> PRESS:
> Delete the & sign.
> TYPE: GU9 4PB

> PRESS:

> PRESS:
> Delete the & sign.
> TYPE: Mrs Simms

> PRESS:

> PRESS:

> Delete the & sign.

> TYPE: 19 May at 2.10 pm

> Move your cursor to the end of the letter.
> PRESS: [ISVIY

You now have a personalised copy of your standard letter for
Mrs Simms. Do not exit from this file yet. Instead, carry on
immediately with section 10.5.

10.5 Continuous use of a standard letter

Commence a new page underneath Mrs Simms’s letter by using
the Page Layout Menu.

> PRESS: [[ — the Page Layout Menu will appear.
> Make sure the highlight bar is on ‘End Page Here'.
> PRESS: [E\LIa5

Insert another copy of your standard letter STDLET.001, and
following the procedure for infilling with variables, as detailed in
section 10.4, prepare another copy of this letter as detailed below.

Ref: FCl1/your initials
Date: 2 May 19..
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Addressee: Mr J Rogers
9 Regents Place
ALTON

GU9 9XY

Salutation: Mr Rogers
Appointment date and time: 21 May at 2.00 pm.

Again put a page break after ‘Appointments Clerk’ and then infill
STDLET.001 with the following details:

Ref: FC/your initials
Date: 2 May 19 ..

Addressee: Mrs J Grosvenor
15 Hatfield Gardens
BENTLEY

GU16 4PX

Salutation: Mrs Grosvenor

Appointment date and time: 21 May at 3.00 pm
When you have completed this third letter,

= PRESS: and save these letters.

10.6 Printing standard letters

When you are in Disk Management Screen, make sure the file
cursor is on LESSON.010.

> TYPE: P
Opt to print all pages. Make sure you have paper in your printer.
> PRESS: [\i43

If you are using sheets of paper, remember that after the first
letter has been printed, you will have to place another sheet of
paper in your printer and then

> PRESS: 12411
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10.7 Consolidation

Create another standard letter called STDLET.002. This is the
standard letter:

REF: JS/&

Thank you for your recent application for the position of &
We would like you to attend for interview on &

Would you please confirm that you will be able to attend for
interview by telephoning 928345, Ext &

Y ours faithfully

J Sullivan
Personnel Officer

End of text.
Save this standard letter.

Would you now please infill three copies of this standard letter.
Use your initials after the reference. The other details are as
follows:
Letter 1

Date: 4 April 19 ..

Addressee; Mrs J Douglas
14 Sea View

TORQUAY

TQ2 9BB
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Salutation: Mrs Douglas
Position: WP OPERATOR
Interview: 15 April at 9.30 am.
Ext: 89

Letter 2
Date: 4 April 19 ..

Addressee: Mr C White
96 Maybrook
PAIGNTON

TQ6 7BK

Salutation: Mr White

Position: WP OPERATOR
Interview: 15 April at 10.00 am
Ext: 89

Letter 3
Date: 4 April 19 ..

Addressee: Ms P Whittle
67 Barton Quay
BRIXHAM

TQ10 8YU

Salutation: Ms Whittle
Position: ACCOUNTANT
Interview: 21 April at 2.00 pm
Ext: 50

Print out these three letters with accompanying envelopes.
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Section 11

Glossaries

A glossary is the creation of standard blocks or standard phrases
which can be inserted easily into a document — known as ‘boiler-
plating’.

In business a directory would be kept with details of all the
standard blocks and phrases. In this way it is quite straight-
forward for the person dictating (known as the author) to request

the WP Operator to insert, or boilerplate, the appropriate block
or paragraph into the file by referring to its code number or letter.

Locoscript offers you two glossary facilities — one for blocks of
text; the other for short phrases.

Blocks are generally two or three sentences long, perhaps even a
mini paragraph. They can be saved as numbers 0—9.

Phrases are meant to be just a few words or possibly one sentence
long.

11.1 Blocks

Create a new document called GLOSSARY.001. When you are
in Editing Text Screen input the following seven standard blocks
— numbered @—6. Leave at least one clear line of space between
each block. Do not indent the paragraphs and do not type the
numbers — they are there for reference purposes only.

d We wish to bring to your attention the following matter.

1 We notice from our records that your account is now overdue
and we should be grateful if you would send your cheque to us

by return of post.
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2 We are pleased to inform you that an appointment has been

made for you to see our Chief Accountant on

3  The goods you require are in stock and will be despatched

from our warehouse within 7 days.

4  May I take this opportunity of thanking you for your interest
in the XYZ Company.

5  Your account is now 30 days overdue and we must now ask
for settlement within 7 days or legal action will be taken to

recover the debt.

6 If we can be of further assistance to you, please do not

hesitate to contact us.

End of text.

To save these blocks so that they can be used individually at a
later stage, carry out the following procedure.

1 Move your cursor to the top of your text and place it on the
‘W’ of ‘We', i.e., first character of the first block.

2 PRESS:

3 Using your down arrow cursor key, move your cursor to the
blank line at the end of the block.

4  PRESS:

5 TYPE: 0

6 PRESS: [ — Block Option for Text Storage Menu.

7  When the Text Storage Menu appears, make sure the highlight
bar 1s on ‘Save Block’.

8 TYPE: ¢ i.e. the number of the block you want to save.

9 PRESS:

You will then see your directory of files on screen.

10 PRESS: [E\LIH:
A menu will appear for you to type in the name of this block.

11 TYPE: 0
12 pPRESS: 1A\MIS:
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Your first standard block has been saved as file called d

Repeat steps 1—12 for the remaining standard blocks and number
them consecutively. Note: Ensure that your cursor is on the first
letter of the block before you PRESS: [eHeldd .

When you have finished creating your block glossary, exit from
this file.

11.2 Phrases

If you are using your data disk, the phrase glossary will be empty.
If, however, you are using your Start-of-Day Disk, then Locoscript
offers you some phrase examples and you will need to delete
these before you can save the new ones. Refer back to section 6.3
regarding deleting files at Disk Management Screen if necessary.

Create a new document called GLOSSARY.002. When you are
in Editing Text Screen input the following seven phrases, A—G.
Leave at least one clear line of space between each phrase. Do not
type the letters A—G.

Thank you for your order.
Thank you for your letter of
Further to our letter of

Further to our Invoice Number

m O O W >

We look forward to hearing from you.

-

We apologise for any inconvenience caused to you.

G  Yours faithfully

~ End of text.
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Save these phrases as follows:

1 Move your cursor to the top of your text and make sure that
it is on the ‘T’ of ‘Thank’.

2 PRESS:

3  Move your cursor to the blank line at the end of your first

phrase.

4 PRESS:

5 TYPE: A

6 Follow points 1—5 for each phrase, saving them consecutively
from A—G.

Now PRESS: and have a look at the Text Storage Menu.
You will see phrases A—G shown next to ‘Phrases’ on the menu.
These are held in the computer’s memory and can be used tem-
porarily until you switch off the computer. To save these phrases
permanently move the highlight bar down to ‘Save All Phrases’
and:

> PRESS: 1EANME3

The phrases have now become the phrase template PHRASES.STD
and will be saved in Drive M.

> PRESS: 2411
> At Disk Management Screen, move the file PHRASES.STD

from Drive M to Drive A, using

11.3 Recalling standard blocks and
phrases

The reason for inputting a glossary of blocks and phrases is so that
you can insert them into your text where necessary.

Create a new document called LESSON.Q11. In the following
letter you are going to use blocks @ and 1 and phrases E and G.
Input the following:
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La
; i#tagou14)d

¢
Thank you for your orderd

zhanh you for your ietter ofe
Further to our letter of¢ ; 'Phra:e ABCDEFG
Further to our Invoice Numbere 4 :

Lsave all phrases J I

¢ :
ke look forward to hearing from you.¢

Me apoiogise for any inconvenience caused to you.¢

?ours faithfuilye

Photo 27 shows the Text Storage Menu.

Letter 1
Ref: JJ/your initials
12 June 19 ..

Mr P Farley

196 High Street

LUTON

LU9 2KR

Dear Sir

End of text.

Note: Insert block 0@ hers, i.e.,
> PRESS:

> When the Modes Menu appears move the highlight bar to
‘Insert Text'.
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> PRESS:

> When the directory of your files appears, move the highlight
bar to 0.

> PRESS:

> PRESS: again to confirm you want this block inserted.

Block ¢ will then be inserted into your letter.

> PRESS: [AMYAM and insert block 1 in the same way.
> PRESS: GIANGIN and after block 1 has been inserted, insert
phrase E into your letter as follows:

> PRESS: [ZiAB113
> TYPE: E

When the phrase has been inserted into your letter,
> PRESS: LI and then insert phrase G in the same way.

When the phrase ‘Yours faithfully’ has been inserted into your
letter,

> PRESS: GIRIYRIM five times and then input the designation
of the person sending the letter.

> TYPE: CHIEF ACCOUNTANT

> PRESS: and create a page break, i.e.,

> PRESS: [ and with highlight bar on ‘End Page Here'.
> PRESS:

Letter 2

On your new page input the following letter using the blocks and
phrases where indicated:

Ref: JJ/your initials
Date; 14 July 19 ..

Addressee: Mrs P Sims
19 Tangway
LEICESTER

LE9 1CE

Dear Madam
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Use phrase B, block 2, block 4 and phrase G. The date to be
used in phrase B is 6 July and in block 2 is 30 July at 2.30 pm.
After the complimentary close the letter is from the Accounts
Division. Remember to create a page break at the end of the
letter.

Letter 3
Ref: NK/462

Date: use today’s date

Addressee: Mr J J Singh
Top of Town Gifts
Oxford Street
GLASGOW

GL9 10W

Dear Sir

Use phrase A, block 3, block 6 and phrase G. The letter is from
the Sales Division. Insert a page break and then go on to the next
letter. ‘

Letter 4
Ref: JJ/Your initials

Date: 23 August 19 ..

Addressee: Mr P Farley
196 High Street
LUTON

LU9 2KR

Dear Sir

Use phrase C, block 5 and phrase G. The date to be used in
block C is 14 July. The letter is from the Chief Accountant.

Now save these letters and print them out. Remember if you are
using sheets of paper, rather than continuous stationery, you will
have to place a sheet of paper in the printer after each letter has
been printed, and then PRESS: in order for the next
letter to be printed.
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Section 12

Pagination, headers and footers

A header is a line of text printed at the top of each page of a
document, e.g., an estate agent might want the line, ‘Viewing by
appointment only’, as the header on house property details.
A journalist might want to create a catch line header for her, or
his, article consisting of their name and the name of the journal
the article is for, e.g., ‘Crafts weekly/S Daniels/Ceramics’.

A footer is the information printed at the foot of the page — it
could be a page number or perhaps an advertising line, e.g., an
estate agent might have the opening hours printed as a footer on
house details. A journalist might have the footer ‘More follows’,
for a multi-page document, with the word ‘Ends’ as the footer
on the last page. Locoscript allows you to opt for all headers and
footers to be the same or for the first page, or last page, to differ.

12.1 To set up a header

> Create a new document called LESSON.012.

> When you are in Editing Text Screen, select the Modes Menu,
i.e., PRESS:

> Make sure the highlight bar is on ‘Edit Header’.

> PRESS:

Notice the function keys now offer new functions. You are now
in Editing Pagination Screen. You will also have four lines on
screen relating to the header and footer. Look at the status line.
you want Options, so

> PRESS:

Again the function keys offer new functions and your screen
will now be blank. This is the Editing Header Screen. Look at the
status line, and opt for the Page Size Menu, i.e.,

> PRESS:

Notice the Page Size Menu gives you the page length (70 lines for
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Header zone
position

i
i
il
i

A page hody

B Footer zone

| position 66 N

Photo 28 shows the Page Size Menu.

A4 — if you are using Ab, this is where you would type in the
change of size, i.e., 50 lines), the header zone, the position the
header will print on (usually line 6 for A4 paper), the size of the
page body (i.e., the number of lines available for text, usually 54
for A4 paper), the footer zone and the position the footer will
print on (usually line 66 for A4 paper).

> PRESS: IENMIS3 if you have changed any of the numbers;
otherwise PRESS: .
Now look at the Pagination functions.

> PRESS: [

The Pagination Menu will now appear. This is where you can opt
for the headers and footers to be the same or for the first page,
or last page, to differ. Opt for ‘All Pages Same’ and make sure
there are ticks (use [HHVEYSODIAAIA ) next to ‘Header and
Footer Enabled’ for both first and last page.
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{ages sane - v
Fxrs page differs

Last page differs
Udd/even pages differ |

F1r>t page
Header enahled
Footer enabled

“ Last page

Header enabled
Footer enahled

Photo 29 shows the Pagination Menu.

> PRESS: 233

You might like to have a look at some of the other functions
offered by the function keys in this screen.

> PRESS: and the Page Breaks Menu will appear.

Notice the term ‘Widows and Orphans’. This is a piece of word
processing jargon, relating to the printing of a multi-page docu-
ment when one line of a paragraph might be left on one page —
or just the final line of a paragraph might be carried over to a new
page. Notice you can opt to ‘Prevent Widows and Orphans’ — or
‘Allow Widows and Orphans’.

From this menu you can also opt to ‘Allow’ paragraphs to be
broken between one page and the next or ‘Prevent’ paragraph
breaks.

> PRESS: L\
> PRESS: [2411
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You will be asked if you have finished altering the options.

> Make sure the highlight bar is on ‘Confirm’.
> PRESS: E\HIS3

You will then be returned to the Editing Pagination Screen.
This is where the header and footer for this exercise can be typed
in.

> With your cursor above the line ‘Header 1’ TYPE: 17 FIVEWAYS
CLOSE MARSBURY

> Move your cursor to the line space above ‘Footer 1'.

> TYPE: OPEN MON-SAT 9—6 and SUNDAY 114

1 1on, P 10 S1ng .
PxPS -LS1 6 ) Page sens lme -- of ‘%4
3=Enphasis ~f4=5tyl i f q {T=Options fB"BToc ks

1 FIVENAYS CLOSE MRSBURY
‘M of header 1 used for a“ paies——
UPEN MON-SAT 9-6 and SUNDAY 11-4.
mmmmend of footer 1 : used for all pages

mmsend of header 2 : used for no pages at all

wmmend 0f footer 2 : used for no pages at allee——————

Photo 30 shows the Editing Pagination Screen with the header and footer typed in.

Having input the header and footer,

> PRESS: [241l and the Exit Pagination Menu will appear.
> Make sure the highlight bar and tick are next to ‘Use this
Pagination’.
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> PRESS: [A\I3:

You will then be returned to Editing Text Screen. You will not
see your header and footer on the screen — they will appear on
printing.

Input the following exercise.

A SPACIOUS SEMI-DETACHED PROPERTY ON THREE
FLOORS WITH:

*SPACIOUS RECEPTION ROOMS
*HALL

*LOUNGE

*DINING ROOM

*BREAKFAST ROOM/KITCHEN
*THREE BEDROOMS
*BATHROOM

*GARDEN

This house is conveniently located within easy walk of shops,
station and Health Centre.

CONSTRUCTION
Built at the turn of the century this property is of three tloors

with colour wash elevations under a tiled roof.

POSSESSION
The property offers immediate vacant possession.

THE ACCOMMODATION COMPRISES:

ENTRANCE LOBBY with light.

HALL with stairs to first floor and door to cellar.

CELLAR 13’ x 12’

SITTING ROOM 15" x 12’, with fitted gas fire and modern
tiled fireplace.
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LIVING ROOM 12’ x 10’ 7, open fireplace in brick surround.
Understairs cupboard.

KITCHEN with stainless steel sink unit and plumbing for automatic
washing machine. Door to garden.

FIRST FLOOR
LANDING with stairs to second floor.

BEDROOM 1 12’ x 11°, with open fireplace.
BEDROOM 2 10’6 x 9’ 10”, with fitted cupboard.

BATHROOM with panelled bath and shower unit — low level wc,
wash basin, airing cupboard with hot tank.

SECOND FLOOR
GALLERIED LANDING

BEDROOM 3 17’ x 10’

OUTSIDE

THE GARDEN at the rear of the property provides a lawned area,
flower borders and an area reserved for vegetables. The front
garden has a small flower bed area enclosed by a wall and wooden

gate.

SERVICES all mains connected.
RATES rateable value £150.00. Current rates payable £220.90.

PRICE £45,500

End of text.

Proof read your document, amend it as follows and then print a
copy out.
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A SPACIOUS SEMI-DETACHED PROPERTY ON THREE
FLOORS WITH:

r:SPACIOUS RECEPTION ROOMS
*HALL

*LOUNGE

*DINING ROOM

*BREAKFAST ROOM/KITCHEN
*THREE BEDROOMS
*BATHROOM

EGARDEN

Embolden

This house is conveniently located within easy walk of shops,
of station,and Health Centre; and schods .

U/L CONSTRUCTION

Built at the turn of the century this property is of three floors
with colour wash elevations under a tiled roof.

ot fOSSESSION
cutl” AND

The property offers inmediate vacant possession. | PASTE AT

Bﬁjg'd THE ACCOMMODATION COMPRISES:

: A ENTRANCE LOBBYLwith light.

HALLLwith stairs to first floor and door to cellar.

‘A

:L CELLAR!13’ x 12’

: [\ SITTING ROOM )\15’ x 12°, with fitted gas fire and modern tiled
fireplace.

:A LIVING ROOM/ 12’ x 10’ 77, open fireplace in brick surround.

N

Understairs cupboard.
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: L KITCHEN with stainless steel sink unit and plumbing for automatic
washing machine. Door to garden.

FIRST FLOOR -8dd end ufL.

LANDINGLwith stairs to second floor. L
BEDROOM 1 112’ x 11°, with open fireplace. 1,(
BEDROOM 2}\1 0’6 x 9’107, with fitted cupboard. .'/\

]

BATHROOM |with panelled bath and shower unit, low level wc, |
wash basin, airing cupboard with hot tank.

SECOND FLOOR — B80\d ond 0L

GALLERIED LANDING

BEDROOM 3]17’ x 100 :J

OUTSIDE — 84adand /L
. s 'L'shaped to providing
< THE GARDEN ’[a»tlthe rear of the property proevides a lawned

area, flower borders and an area reserved for vegetables. The

front garden has a small flower bed area enclosed by a wall and

wooden gate.

SERVICES/all mains connected. :K

PASTE(R)
RATES rateable value £150.00. Cuxrent rates~payable£220:90: <]

PRICE: £45.,500

End of text.

Whilst this document is printing, create a new document called
LESSON.12A.
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When you are in Editing Text Screen, create a new header —
3 QUEENS COTTAGES, FERRY ROAD, JUNESBURY. For the
footer you can either use the same one as before, OPEN MON-
SAT 9-6 AND SUNDAY 11-4 or you might like to try page
numbering (pagination).

12.2 Pagination

If you have version 1.0 of Locoscript you will find it very difficult
to number pages. With version 1.2 pagination is much easier.
Follow the instructions carefully.

From Editing Text Screen, select the Modes Menu, i.e.,
> PRESS:

With your highlight bar on ‘Edit Header’

> PRESS:

Select Options, i.e.,

> PRESS:

Having selected the Options Screen,

> PRESS: [f] , the Pagination Menu.

If you want page numbering to commence at number 1, make sure
the figure 1 is next to ‘First Page Number’ on the Pagination
Menu.

> PRESS: [\
> PRESS: 12411

When the Finish Altering Options Menu appears, make sure the
highlight bar is on ‘Confirm’.
> PRESS: [E\IH3

When the Editing Pagination Screen re-appears, move your cursor
to the blank line above ‘FOOTER 1’ and use the codes ‘C’ to
centre and ‘PN’ to insert the page number as follows:

> PRESS: [JUVE{ee]0] (3]

> TYPE: €
117



> PRESS: [{ESEYe{els] 444
> TYPE: PN

Then immediately,

> TYPE: = i.e., the equals sign — one for each digit in your

page numbering.
> PRESS:

The Exit Pagination Menu will then appear. Make sure the high-
light bar is on ‘Use this Pagination’.

> PRESS:

You will then be returned to Editing Text Screen. Would you
please input the following;

Note: Leave space for the photograph where indicated.

CASTLE AND BROWN ARE PLEASED TO BE THE SOLE
AGENTS FOR THIS FREEHOLD CHARMING QUAINT
TERRACED COTTAGE

n

5 or 75mm

The cottage was built in Victorian times and is set within a quiet
road not far from the river. Although recently modernised it
still retains some original features.
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*DINING ROOM
*SITTING ROOM
*KITCHEN

*2 BEDROOMS
*BATHROOM
*GARDEN

THE ACCOMMODATION COMPRISES:;
HALL with stairs to first floor
DINING ROOM 10’ 5” x 12’, understairs cupboard. Double

glazed window.

SITTING ROOM 10’ 5 x 12°, open fireplace with wood burning

stove.

KITCHEN 6’ x 9’°, stainless steel double drainer sink. Fitted

cupboards. Door to garden.

FIRST FLOOR
BEDROOM 1 10’ 5 x 12’, fitted cupboard.
BEDROOM 2 12’ 3” x 10’ 6, built-in wardrobe with louvre

doors. Double glazed window.

BEDROOM 3 6’ x 12’, original restored bath with mixer taps
and shower unit. Wash hand basin, low level wc, heated towel

rail, airing cupboard and water tank.

GARDEN

50’ rear garden mostly laid to lawn with 3 fruit trees. Garden
shed. Outside wc with mahogany seat. Small front garden with
flower beds enclosed by ornamental wall and wrought iron gates.
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Embolden

SERVICES All main services available.
RATES Rateable value — £190.00, rates payable £206.20.

PRICE £50,950.

VIEWING STRICTLY BY APPOINTMENT ONLY WITH CASTLE
AND BROWN BY TELEPHONING JUNESBURY 978665.

End of text.

Proof read your document and then amend it as follows:

CASTLE AND BROWN ARE PLEASED TO BE THE SOLE
AGENTS FOR THIS FREEHOLD €HARMING- QUAINT <)
TERRACED COTTAGE

Reduce space
Eo

R " or 50mmM

The cottage was built in Victorian times and is set within a quiet
road not far from the river. Although recently modernised it still

.
retains sense original features.

*DINING ROOM
*SITTING ROOM
*KITCHEN
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* Insect a¥ @) RATHROOM &' % 12!
2 BEDROOMS orginal restored bath wi{;\’\ ’
*BATHROOM mixer taps. Wash hand basin iy
Low level W.C. Rifing cuopboard.
*GARDEN Hot water tank |. 3

THE ACCOMMODATION COMPRISES:

§
2
3
&

HALL with stairs to first floor

DINING ROOM 10’ 5” x 12’, understairs cupboard. Double
glazed window.

SITTING ROOM 10’ 5” x 12°, open fireplace with wood burning
stove.

KITCHEN 6’ x 9, stainless steel double drainer sink. Fitted

cupboards., Door to garden. Pine panelled walls ,news .
flooring. Ceiling (iant

FIRST FLOOR track with spatlight .

®

BEDROOM 1 10’5 x 12’, fitted cupboard.
BEDROOM 2 12’ 3” x 10’ 6, built-in wardrobe with louvre

doors. Double glazed window.

BEDROOM 3 6’ x 12’, original restored bath with mixer taps and
shower unit. Wash hand basin, low level wc, heated towel rail,

airing cupboard and water tank.

GARDEN
50’ rear garden mostly laid to lawn with 3 fruit trees. Garden

&7 shed. Outside wc, withamahogany seat. Small front garden with

flower beds enclosed by ornamental wall and wrought iron gates.

Hard standifg occac.
SERVICES All main services available.

Q RATES Rateable value — £190.00, rates payable £206.20.
B
PRICE £50,950.
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ND BROWN BY TELEPHONING JUNESBURY 978665.

VIEWING STRICTLY BY APPOINTMENT ONLY WITH CASTLE
A
End of text.

cUT AND PASTE
AT B
Having made these corrections, print out a copy of this document.
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Section 13

Printing in columns

A really nice feature of Locoscript, version 1.2, is its ability to
offer printing in columns. You need 1.2 to do this as you have to
be able to select the pages you want to type. Unfortunately,
version 1.0 does not offer you this facility.

To print out a document in two columns — perhaps the staff
newsletter or community newsheet—you will need to set quite
a short printing line.

Create a document called LESSON.@ 13. In Editing Text Screen,
select , the Layout Menu and opt for a pitch of 10, and
justification ‘on’. Set the left margin at 5 and the right at 35.

Input the following Staff Newsletter.

STAFF NEWS 4¢— Embolden, 10 pitch ,dovole width

STAFF DEVELOPMENT «— bad

FINAL CHANCE!!' Remember if you are interested in the
Information Technology Staff Development Program, would
you please make sure that you see Dave Roberts in Personnel

ltalics

before the end of this month.

SUMMER BARBECUE 4— 34

The Staff Association will be holding the summer barbecue at
Hood Green on Saturday, 5 July at 8.00 pm.

Tickets are now on sale from Sheila Cliff in Reception, Tom
Stokes in Sales or June Griffiths in Purchasing. The cost will be
£3.00 for a single ticket or £4.50 for a double ticket. Food, wine,

ltalics
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italics

Italics

1eglics

-

lealics
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music and festivities are, of course, all included!

As long as the weather stays fine it should be a really good evening
— and this year the charity we are supporting is OXFAM.

YOUTH TRAINING SCHEME 4— bo\d

After consultation with the Unions, from September we will be
employing four young people under the Government’s Youth
Training Scheme. Placements have yet to be finalised but it looks
at the moment as if they will be in the Administrative Section and
attend the local Technical College one day each week.

HELLO 4— bold

Hello and welcome to Charles Finnegan who has joined the
Resources Staff replacing Karen Jones who left last month. If
you are involved with off-site demonstrations or exhibitions

then call in and see Charles regarding visual aids.

... AND GOODBYE 4— bold

I know everyone will join with me in wishing Phil Green every
success in his new post at Harringtons. Phil leaves us on 31 May
and to help him on his way a farewell gathering will be held in
the Conference Room on Friday, 31 May at 3.30 pm. See you all
then!

STAFF NEWS ITEMS 4— bdd

A reminder that any items for Staff News must be with me by the
10th of the month for inclusion in the newsletter.

So please send your news to me:

Rosie James
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Secretary of the Staff Association

Director’s Office

Maynard Building.

End of text.

Save this document and then when you are in Disk Management
Screen, opt to print the first page only, i.e.,

> TYPE: P

When the print menu appears,

> Move the highlight bar down to ‘Print Some Pages’.

> PRESS:

> Move the highlight bar from the ‘From Page 1’ line to the
‘To Page’ line.

> TYPE: 1

> PRESS: twice.

Having opted to print page 1 only — this will be the left column
of text.

> When you have had page 1 printed, place the paper back into
your printer ready for page 2 — which will be the right column of
text.

> PRESS:

In order to print page 2, you must change the offset. To do this:

> PRESS:
> PRESS:

When the Offset Menu appears,

> Move the highlight bar down to Offset.
> TYPE: 44

> PRESS: WIS twice
> PRESS: 241
> TYPE: P

When the print menu appears,

> Move the highlight bar down to ‘Print Some Pages’.
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> PRESS:

> With the hiéhlight bar on ‘From Page’, overtype the figure 1
> TYPE: 2

> PRESS:

> Make sure that next to ‘To Page’ you have the figure 2.

> PRESS: 1\

Having opted to print page 2 only, page 2 will be printed as the
right hand column on your paper.

Note: For subsequent pages, should you have them, you should
change the Offset back to @ (highlight bar on Offset, PRESS:

VIV IAA34 ), and then opt to print page 3. To print
page 4, it would be the same procedure as for page 2, i.e., change
the Offset to 40 before commencing the print out.
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Appendix 1

Glossary of codes
Bold

> PRESS:
>TYPE: B

> TYPE: Text to be emboldened

> PRESS: [WINISEX«els]3 €3]

> TYPE: B

Centre

> PRESS: [HNSEXe{elo] (3
> TYPE: C

> TYPE: Text to be centred
> PRESS: iK1\

Italic
> PRESS: [dNVEXelb] (A4
> TYPE: 1

> TYPE: Text to be italicised

> PRESS: [MIIN[SEXe{e]]4 4324

>TYPE: 1

Keep lines together

> PRESS: [JHVEX«e]s] 3434

> TYPE: K followed by the number, e.g. §

Line spacing
> PRESS: [HUSEXHeb] (3]
> TYPE: LS followed by the number, e.g. 2

> PRESS: A\
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Pitch

> PRESS: [dNSEXe{e]o]f (3
> TYPE: P followed by the size of pitch, i.e. 10

> PRESS: [ENMIEH

Page number

> PRESS: [d4SEXee]o]3 (3¢
> TYPE: PN

Right justify

> PRESS:

> TYPE: RJ

> TYPE: Text to be right justified.
> PRESS:

Subscript
> PRESS: [HASEXee]n]H (3§
> TYPE: SB

> TYPE: Text to be subscripted

> PRESS: NWUWISEY«elr] 3434

> TYPE: SB

Superscript

> PRESS:

> TYPE: SR

> TYPE: Text to be superscripted

> PRESS: [MILYEI«elr]g €34

> TYPE: SR

Underline

> PRESS: IdNSEHee]] R\ (3¢

> TYPE: UL
> TYPE: Text to be underlined
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> PRESS: LUILIVEI«e)0] (3¢

> TYPE: UL

Underlining individual words

> PRESS:

> TYPE: W

> TYPE: Words to be underlined

PSS MIINUS CODE KEY

> TYPE: UL
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Appendix 2

Text editing symbols

If you are new to text editing, you probably will not be familiar
with some of the text editing symbols — or correction signs.
Below are some of the more common text editing correction signs
usually written in by hand by the author of the text.

Sign
Llc
ufc
N/P
 ronod

&

sket

130

Mark in text

Section
locoscript
Il or
i
In%t

a letof
Am strad
Locoscript
Locoscript
Locoscript

Meaning

lower case ‘s’ for ‘section
Upper case ‘L’

new paragraph

do not start new paragraph

Insert the letter ‘e’
type in crossed out word

close up space

underline

Upper case

spaced capitals

transpose vertically

Move, or input, at point shown

delete



Index

X3 key 16

Background printing 51
Boilerplating (see Glossaries)
Bold 43

Blocks 102

key 10
Centring 40
Changing margins 28
Changing template 42, 54
key 16
Closingdown 21
Columns (see Tabulation)
key 30
Copying

Disk 4
Creating a document (see Disk management)
Cursor control keys 16

18, 30
Ccv 88

Decimal tabs 75

Deleting 18
Character 18
key 18,20
key 18, 20
Line 18

Direct printing 65

Disk management 67

Disk Management Screen 9
Creating a document 12
Editing a document 10
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Moving a file 69

Erasing a file 71
key 17,29
Double line spacing 50

Editing a document 10, 27
Editing text 18, 25
Inserting 19
Overwriting 20
Emboldening (see Bold)
Envelopes 64
key 17
Erasing a file (see Disk management)

4] key 89

Exiting (see Closing down)

Fields (see Variables)
key 91
Finish editing 31
Footers 109
Formatting a disk 67
Forms 79

CVs 88

Invoices 79

Memos 82

Glossaries 102

Headers 109

Inputting text 15
Indenting 35
Inserting a file 82
Inserting a heading 29
Invoices 79

Italics 45

Justifying text 34
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Letters 54

M key 23
Linking paragraph 38

Margins 77
Memos 82

\WIIVEXeeIA {34 2.36,38

Moving a file (see Disk management)
Offset 64

Page break 111
XS key 17
Pagination 117
Paragraphs
Indenting 35
Linking 38
Relaying 20
RN key 17

Parameters (see Variables)

B3 key 30
Pitch 41

PLUS CODE KEY Wi
Printing 26
Printing in columns 123

ERkey 31

213W:3'4 key 19,20, 39
Renaming a file (see Disk management)

Reprinting a file 58

Retrieving a file (see Editing a document)
Right justification 55

Ruler line 15

Save and continue 33
Save and print 26

CY3[[al key 8

Show function 36
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Standard letters 95
Start-of-Day Disk 3
Start-up procedure 8, 22
Status line 14

key 17
Subscript 84
Superscript 84

Tabulation 73
key 35
Template (see Changing template)
Underline 37
Variables 95

Wela{s] key 17
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This book is an easy to follow, practical, word processing course
teaching the most useful features of the Amstrad PCW8256 and
PCW8512 using Locoscript. Itis ideal for school, college, business
and home users and covers most word processing examination
syllabuses.

Step by step instructions and exercises lead the beginner through
the Elementary Section from creating a start of day disk on to text
editing and text creation (including letters), centring, emboldening,
underscoring, saving text, printing text and file management. The
Intermediate and Advanced Sections include exercises in
tabulation, invoices, memos, c.v.s, standard letters, standard
phrases, find, exchange, subscript, superscript, pagination,
headers, footers, and offset printing.

‘The quality of the text (in 15 Hour Word Processing) is excellent
... | would have been completely lost without it!’
Association of Young Computer Enthusiasts: Ayce News.

¢

‘15 Hour Word Processing ... explains each stage clearly from
the start-up procedure ... without assuming any previous
knowledge ... excellent value.’

Computers in Education magazine.

Other books in this series, by Anna Ruthven, include:
15 Hour Word Processing Using the BBC Micro with View

15 Hour Word Processing Using the BBC Micro with Wordwise and
Wordwise Plus

15 Hour Word Processing Using Wordstar

Word Processing Practical Exercises

ISBN 0 86082 760 7
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